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FUWCTIOWAL  DESCRimOH  OF  ACflVIII^ 


OF  THE 


IltoURAlICE  D£PAETHEi4T 

DSPAHTllfiNT  OF  JOSTICE 

DEPARTMSli?  OF  LAJBOH  aKD  IHDUSTRI 

DS?ARTl!ENT  OP  MILITARY  AFFAIRS 

MILK  CONTROL  GOLMISSim 

DEPARTHEf^T  OF  MIIJES 

PEfWSILV/vIJiA  BOARD  OF  PAROLE 

PEH^^SILVAI^IA  HISTORICAX  & MUSEUM  COMMISSiCai 


COMPILED  FOR  THE 


reorganization  and  classification  COiaaTTEE 


PcflNSYLVANlA  ECONOMY  LEAGl)E»  1N6» 
‘ HARRISBURG, 


HARRISBURG 

PENNSYLVANIA 


NOVHIBER 

1944 


As  a basis  for  studying  in  detail  the  functions  of  state  govern 


ment,  the  Reorganiaation  and  Classification  Corimittee  obtained  from  each 


departmen 


(a) 


t,  bcai’d,  or  com:aj.ssion  a coraplete  factual  stateaaent-  of: 
Each  specific  job  or  activity  performed  by  the  agency 
The  purpose  served  by  each  job  or  activity 
The  federal  or  state  law,  agency  regulation,  executive 
02’der  or  pclioy  requiring  the  performarxce  of  the  job  or 


activity^  which  are  abbreviated  as  follows: 

”F''-=Requir-ed  by  federal  statutes  or  regulation 
(Show  statute^,  article,  section,  etov. ) 

’'R'’=^Requ3tred  by  department,  beard  or  cemaiseion 
regula.tion  (Show  regulation  nomber  or  date) 

required  by  any  of  the  foregoing  but  carried 
on  as  a matter  of  policy  or  practice 


‘*S"--Required  by  state  law  (Show  pamphlet  law  number 
with  articles,  section,  etc  -. .) 


"E'’=-Requir9d  by  Executive  Board  or  CkiVernor^a  Office 
(Show  date  of  order) 

(d)  The  number  of  persons  required  on  a fall  or  part  time 


basis  to  perform  each  job  or  activity 


Sirice  this  was  the  firet  inventory  of  its  icind  in  tne 


hi  so  or 


the  state  government,  the  Committee  has  compiled  the  information  lor  I'uCu 
reference  arid  use  into  the  folloy?ing  sections: 


Section  I 

Crovernor'  a Office 

Department  of  Agricult ui’e 

Depai'tnient  of  Banking 

Section  II 

Civil  Service  Coraraission 

Department  of  Coitunerce 

Permsylvania  Poet  V(?ar  PlanriLng  Corrmission 
Boarci  of  Fish  CoiriTd.s  si  oners 

Depar’tment  of  Forest  ajid  IVators 

Section  III 

Pennsylvania  Game  Coi-mission 

Departraent  of  Koalth 

Section  IV 

Department  of  Hi^hv/ayo 

Section  ¥ 

Insurance  Department 

Department  of  Justice 

Department  of  labor  and  Industry- 
Department  of  Llilitary  .Affairs 

Milk  Control  Core/nission 

Department  of  Mines 

Pennsylvania  Board  of  Parole 

PsnrivSylvania  Historical  and  Museum  Commission 

Section  VI 

Pennsylvania  Liquor  Control  Board 

Section  VII 

Pennsyivania  PublixC  utility  Commission 
Fennsyl^'ania  State  Police 

• 

Department  of  Property  and  Su]>plle3 

Department  of  Public  Instruction 

Section  VXII 

Department  of  Public  Assistance 

Section  IX 

Department  cf  Revenue 

Department  of  State 

Section  X 


Department 


of  .i'elfare 


iy-:PAPWi'.HT  OF  msuFvAKoa 
~'^£3gC/aTiy£  BISSAU  ■ 
■'i^nilSTfiATOT  ' 


AOTtVITy  PfJ^gORjgED  MQ«  1 

Statutory  office  of  lururaGcs  Coinaiesi oner. 


PIBPCSE 


ssiacut®  tl»3  la's  ' of  t^is  Ooismori^ealtli  in  relatioG  to 

iQsurezioeo 


HEFEBENCK' 


S {See.:.  201  of  let  of  M^y  17^  1521 « Pc  L.  789 ^ 

jreRSONI^L 

s FT 


AcrmTy  j^FOiNgs  nqo  a 

Organize tlou  3e4  ldfliinistrat.iC4i  of  Department o 
Staff  Jol2®i  Co^.l^ctioOp  op-sningp  dlRtribution  of  njail^  and 
the  nsillag  thereof^  fceadlisg  of  all  correspondence  of  the  Dapertnent^ 
hendlisg  of  ell  photos tati as,:  ailssographiiasB  diTplicatlsg  work  of 
D©parts®nt^.  receptira  dutlas;  smintainiag  nsoesaas-y  fileso 

PIBPC6S 


Sslf-e:^plaa®l;ory 


REFEHKNCE 

jeur.gr^k.js- 

S and  E 

lIlikSCRHEL 

G FT 


;,a 


STATSBiSIlIS  Alg)  Appns 
ACTIYX^RT  PSRPORMSD  1 

PX’ftpQrfi'tioa  end  iF.siliiic  of  ciiautiX  e'tau^^ujen'tB ^ spplicatloiia  for 
licone'S  and  ^alnstlcu  rapoi’t  t-lan’r  fornjs  to  tlio  Tsrloua  clasesa  of  Inaurere; 
receiving  and  filing  forsardis-g  one  copy  of  annual  staten&nta  for 

all  doaeatic  insurers  to  Examinstion  Dlvielon,  Phlledelphi©.  j and  on©  copy 
for  insurers  writing  1iVorlC5aii<'£3  Coopeneation  insuranca  to  tiie  Actuary 
located  in  Philadelphia.? 

PURPOSE 

Required  of  all  .insurers^,  reflecting  financial  condition  as  of 
each  year  and  transactions  for  the  yoerj  to  have  sworn  date  uni forma lly 
nvailahle  from  all  classes  of  Insuroro  in  order  to  determine  worthiness 
to  continue  in  bueiness  end  ability  to  fulfill  obligationa;  for  use  in 
connection  with  triennial  and  interim  eraminationsg  to  have  available  for 
public  inspection;  source  for  date  for  Insurance  Department  Atr.njal  Reports 
and  other  purposes  sg  the  need  arises,  including  approval  of  Worlaaen''e 
Compensation  Presirua  Rateso 

REFFP-'"’'"'1E 


S 

S 

s 

s 


PEPiSONKEL 


p. 


Act  of  May  17, 

May  17  j La 

66i,6G7j  and  ICO75 

Act  of  July  17 „ 1535, 

Act  of  June  .4., 

Act  of  Juu.©  21,  l‘:)37s 

Act  of  Jims  27,  133^, 


682 


XI  P 


Lo  788^  Section  317 
, Sect i one  320,  321,  503,  655, 


Pc 

- o 

Pc 

p„ 


Lcl0<^2 


Sections  28,2^,30 
.0  lc43f)  Section  7 
Lo  1548s  Section  5 
1123,  Section  13 


XEHFCglMEB  NO,  2 

Ih'elimiaary  i-evisu  of  ell  annual  atatemoats;  liceiiBing  of  all 
insurers  of  other  .-^jetoa  e.nd  foreign  govsrmasnta  and  doa^stis  reciprocals 
and  Int©r»Inaurara  Exchari^e;  billing  fees  for  filing  ermual  stetemsnta  and 
foes  for  licensee 

PURPOSE 

Determine  finenoi©!  qualifications  of  insurers  to  continue  in 
business;  produces  record  of  llceaae  author.itieno 

R5FSREMCE 

_ S - Act  of  J®iy  17,  1521,  Po  lo  785«  Sections  208,211,  212 

S - Act  of  Sfey  17p  p,  L,  G82,  Sections  4OI,  516,  531 

601,  662,  675,  801,  1005 

S - Act  of  July  17,  1535,  p,  L,  1052,  Section  21 

PERSCS^L 

9 PT 
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ACT17lTf  PEP-FORMSD  m.>  3 

Rs?oraJ.i:ig  of  pert. at  e^'stA  relative  to  flnanclel  otatae  for  all 

laeuroroo 

P13RPQSS 

To  liGT®  esseatie.l  dEvr.  rsfdily  available  for  uao  wben  anowerliig 
corroepondonoe  aad  oral  inqulrlP-So 

REFEBEKCS 

to} 

PERSOHREI. 

3 PT 


ACTIVm  PERFORMED  m,  4 

Audit  of  ecausl  statesisati?.  filed  by  all  rogietared  iaeurora; 
copies  of  corrospoa  isBc#  relating  to  atataaeats  filed  by  ^omeatic  inaiirers 
sent  to  Exanilalng  DiYieioULp  Pbll<?.de Ipbia, 

PTBPQSS 

To  dster-®ina  tibat  beTS  beoa  properly  roturaedj  that 

all  Insurers  ere  financially  qualified  to  contiaua  transaotlag  bnainess; 
that  statutory  resorTo©  ara  aaintsiaed;  that  business  transacted  is  in 
accordancs  with  chartar  and  liceaseeo 


REFERi:.!iCK 


Act  of  3fey  17 t 

5i7r  !:a8.  31% 

635.  Qoz, 

Act  of  J^,y  i8c 
Act  of  Ifey  21, 


O 

s 
s 
s 
s 
s 
s 

3 

S~  Act  of  Jims  2 
S 


Act  of  June  12 
Act  of  July  1, 
Act  of  July  i? 
Act  of  Jun©  2j 
Act  of  July  17 
Act  of  June  4f 


1521,  P. 
520 p 602 p 
§03,  806, 

Iy37. 

& 1 53^  6 r*  * 

Po 

, ?= 
e Po 

X335.  Pc 
1337.  Pc 
P337e  Pc 


3^. 


Act  of  June  27,  1^)35, 


L,  7S55  Section©  404^  .lCjf)^406e408» 
G03,  604,  607.  635/6^,  b82,  6^3, 
807 s 1008 

la  7^4>  Section  16 
Lo  774f  Section  8 
i.  575*  Article  X 
Lc  2b87e  Section  1 
lo  Section  1 

Lo  11836  Sactioae  1 and  2 
Lo  lO^j  Section  I5 
lo  iG43«  Section©  5 ^c 
Is  ISt^s  Section©  4 6 

Lo  1125,  Sectldne  5 and  I4. 
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7 PT 


ACTIVITY  PERFORliED  Noo  5 

Conysilation  of  gtatistiaal  data  filed  by  registered  insurers. 

PURPOSE 

For  Insurance  Department,  Depai-tmsnt  Annual  Report)  Special  reports 
as  required. 

REFERENCE 

S " Act  of  May  17,  1921,  P.  L.  789,  Section  219 
S = Act  of  April  9,  1929,  P.  L,  177,  Section  504 
0 

PERSONNEL 
7 PT 


ACTIVITY  PERFORMED  No.  6 

Rovievfing  and  fi].ing  of  all  papers,  including  filing  of  charters  and 
by-laws  relating  to  the  organisation  of,  and  issuance  of  Certificates  of 
Authority  to,  domestic  insurers)  also  aiaendments  to  such  papers;  billing 
fees  therefor. 

PURPOSE 

To  deterniine  that  statutory  raquirsmsnts  have  been  mot,  methods  of 
doing  business, 

REFERENCE 

S - Act  of  Ma.y  17,  1921,  P.  L,  689,  Article  II, 

Sections  322,  32?,  331,  352,  534,  542,  544,  685,  1004 
S - Act  of  July  17,  1935,  P.  L«  1092,  Sections  6,  10,  1? 

S - Act  of  April  20,  1921,  P.  L.  175,  Sections  1 to  4o 
S “ Act  of  Jui-ie  24,  1939,  P.  Lo  635,  Sections  1 and  2, 

S ” Act  of  May  12,  1925,  P.  L.  618,  Sections  1 and  2. 

S - Act  of  April  26,  1929,  P.  L.  794,  Sections  1 to  5c 
S - Act  of  May  5,  1933,  ?>  289,  Sections  218,  219,  317, 

510,  1005 

S “ Act  of  June  27,  1939,  ?•  1125,  Section  7 

S - Act  of  May  17,  1921,  P.  L.  739,  Section  211 

S “ Act  of  July  11,  1913,  P.  1-  804,  Sections  1 to  10 

S =»  Act  of  June  4,  1937,  P*  1643,  Section  1 

S » Act  of  May  25,  1921,  P.  L.  1324,  Sections  1 to  3 

PERSONNEL 
5 PT 


ACTIVITY  PERF0P.MED  No.  7 

Reviewing  charters,  by-laws,  financial  statements  and  other  papers  in 
connection  with  the  admissions  and  licensing  of  insurers  of  other  states  and 
foreign  governments  to  do  business  in  Pennsylvania;  filajsg  all  papers;  and 
amendments,  billing,  filing  fees. 


^4- 


PURPOSE 

To  determine  that  eucxi  i.as’irors  are  legally  orgainized;  that  they 
aieet  the  atatutory  financisO,  requirements  to  do  business. 

REFERENCE 

5 ~ Act  of  Hay  1?,  1921,  P.  L.  682,  Sections  301,  401, 

516,  531,  542,  5^14,  601,  661,  675,  685,  670,  801 
S Act  of  July  17,  1935,  1*  1902,  Section  22 

S - Act  of  ifey  17,  1921,  P.  L,  789,  Sections  208, 

209,  211,  212 

PERSONNEL 
7 PT 


ACTIVITJ  PERFORMED  NO,  8 

Review  agreemente  and  financial  stateiiients  pertaining  to  total 
reinsurance,  mergers  and  consolidations,  and  dissolutions. 

PURPOSE 

Approval  by  Insurance  Comn’dasioner  required. 

REFERENCE 

S - Act  of  May  1",  1921,  P,  L.  789,  Section  502 
S - Act  of  May  3.?,  1921,  P.  L,  682,  Sections  319,  334,  337,  338 
S ~ Act  of  July  17,  1938,  P.  L.  1092,  Section  20 
S - Act  of  May  5,  1933,  P.  L.  289,  Section  1005 
S - Act  of  June  21,  1937,  L.  1948,  Section  7 

PERSONNEL 
3 PT 


ACTIVITY  PSRFOKffiD  NO.  9 

Maintainaace  of  records  raj^ative  to  admission,  vd-thdrawal^  ro~ 
insurance,  suspension  and  dissolution  of  cdll  insurers  and  issuance  of 
notices  thereof  to  interested  State  Departments, 

PURPOSE 

For  use  in  acceptance  of  Services  of  Process;  answering  inquiries; 
data  required  for  the  Insurance  Department  annual  reports;  as  a service  to 
other  State  Departments  and  publishers. 

REFERENCE 

S - Act  of  May  17,  1921,  P,  L,  682,  Section  301 
S - Act  of  April  9,  1929,  P-  L.  343,  Section  730 
0 

PERSONNEL 

T'pt 
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ACTIVITY  PERFORMSD  NO,  10 

Preparing  GortjJTi cates  of  Valuation  and  Billing  annually  fees  for 
valuation  of  life  insurance  policies. 

PURPOSE 

Required  by  law. 

REFERENCE 

S Act  of  May  17,  1921,  P.  L.  789,  Section  211. 

PERSONNEL 

2 PT 


ACTIVITY  PSy^QRMED  NO.  U 

AcKnowledging  acceptance  of  Service  of  Process  in  any  legal  proceed- 
ing against  authorized  infoi'ers  of  other  states  and  foreign  countries;  billing 
fees. 

PURPOSE 

fiec^uired  by  law. 

REFERENCE 

S - Act  of  May  1?,  1921,  P.  L,  769,  Section  210 

S ~ Act  of  May  17,  1921,  P.  L.  684,  Sections  301,  1010 

S - Act  of  May  1?,  1935,  P.  L.  1092,  Section  23 

PERSONNEL 
5 PT 


ACTIVITY  PERFORMED  NO.  12 

Preparation  for  certification  of  copies  of  charters  and  amendments, 
annual  statements  and  other  filed  papers;  bi3J.ing  fees  therefor. 

PURPOSE 

At  the  request  of  insurers  and  insureds.  • 

REFERENCE 

S - Act  of  May  17,  3,921,  P.  I.  789,  Section  207,  2U. 


PERSONNEJ. 


ACTIVITY  PERFQRMSD  NO.  13 

Receiving  aacaritiea  fo:  transi-niAtal  to  State  Treasurer  and 
maintaining  records  of  deposits,  exchanges  and  vdthdrawalsj  corres- 
ponding regarding  clipping  of  coupons  and  jjreparation  of  powers  of 
attorney  for  collection  of  interests  on  registered  bonds;  preparation 
senra-aiinually  of  list  of  securities  on  deposit  for  u6e  of  the  Auditor 
General;  pre'^jaration  of  Certificates  of  Deposit  and  billing  fees 
therefor. 

PURPOSE 

Required  by  law,  accommodation  of  insurers. 

REFERENCE 

S ~ Act  of  May  17,  1921,  P.  L.  789,  Section  211,  212, 

Article  IV 

S - Act  of  May  3,7,  1921,  P.  L.  632,  Section  661 
S «»  Act  of  June  24,  1939,  P.  1.  636,  Section  6 

5 - Act  of  April  28,  1903,  P.  L.  329,  Section  5 

PFJ^SONNEL 

6 PT 


ACTIVITY  PiaFQRMED  NO.  14 

Issuance  of  Certificate  of  Authority  to  examine  insurers; 
filing  Reports  of  Examination  and  corresponding  relative  thereto. 

PURPOSE 

For  use  of  examination;  reports  of  examination  used  in  connection 
wit:',  the  audj.ting  of  annual  statements  and  available  for  public  inspection. 

REFERENCE 

S - Act  of  May  17,  1921,  P.  L.  7S9,  Section  213,  214,  215,  216 
S Act  of  May  17,  1921,  P.  1,  682,  Sections  502,  100? 

S ~ Act ^ of  July  17,  1935,  P*  I*  2.092,  Section  19 

S Act  of  June  4,  1937,  P*  I*  1643,  Section  8 
S - Act  of  May  1,  1933,  P»  1»  102,  Section  1 
S Act  of  June  21,  1937,  P*  4.  1%8,  Section  5 

S - Act  of  June  27,  1939,  P.  T.  1125,  Section  13 

PERSONNEL 
3 PT 
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ACTIVITY  PJakFQ?aiSD  NO.  I5 

Issuance  of  Cert>ificata  of  Authority  to  sui'aty  companies 
billing  fees  therefor. 

PURPOSE 

Upon  request  of  insure<is,  including  various  State  Department 
and  insurers. 

REFlLmCS 

S Act  of  M?y  17,  1923,  P,  L.  682,  Section  662 
S - Act  of  June  25,  1885,  P-  181,  Section  1 
S - Act  of  May  I7,  1921,  P.  L.  789,  Section  211 

PEHSONN^ 

y-pij, 


ACTIVITY  PERFORMED  NO.  16 

Issuance  of  Certificates  of  Authority  to  advertise  and  billing 
fee  therefor. 

PURPOSE 

Upon  request)  certific  ation  that  oomparry  named  therein  is  authorized 
insurer. 

REFERENCE 

S - Act  of  June  24,  1939,  P.  L.  872,  Section  689 
S - Act  of  May  1?,  1921,  P.  L.  789, ‘Section  211 

PERSONNEL 
2 PT 


ACTIVITY  PERFORMED  NO.  17 

Issuance  of  Certificates  for  Esetension  of  TLne  to  hold  real  estate 
and  biiiing  fee  therefor. 

PURPOSE 

For  real  estate  owned  by  domestic  insurers  other  than  that  requisite 
for  transaction  of  busijiess  if  in  the  di.sposition  thereof  the  interests  of 
the  insurer  will  suffer  materially  by  a forced  sale. 

REFEPtENCE 

S - Act  of  May  17,  1921,  P.  L.  682,  Sections  406,  519, 

604,  803 

S - Act  oi  May  I7,  1921,  P.  I,.  789,  Section  211 
PEKSONNEI. 
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ACTIVITY  PSaiFOIftffiD  KO.  X8 

r~n-  ■ T 1 • ^ -••■I  -friiT  --  Ti  I 1-  I I II  i^i  ■ i__m 

Issuance  of  Certificates  of  C'omplianca  ard  irdacelianeous 
certificates  and  billing  feer.  therefor. 

PURPOSE 

Accoinrnodation  of  insjorers  and  the  public. 

REFERENCE 

S - Act  of  May  1?,  1921,  P.  L,  789,  Section  211. 

PERSONNEL 
3 PT 


ACTIVITY  P£RFQia>;ED  NO.  19 

Conduct  exanination  relative  to  licensing  cf  agents  and  brokers. 

PURPOSE 

Accommodation  to  Division  of  Agents  & Brokers. 

REFERENCE 

0 

PERSONNEL 
2 PI’ 


ACTIVITY  PERFORMED  NO.  20 

Maintenance  of  records  covering  absences  due  to  vacation,  illness 
and  other  leave  for  Insurs^ce  Departraent  personnel. 

PURPOSE 

Record  of  absenteeiac;  cf  mployasj  sa3,£g:*y  record.s. 

REFERENCE 

S - Act  of  April  9,  1929,  P.  L.  I?7,  Sectdon  222. 

PERSONNEL 
3 PT 


ACTIVITY  PERFORMED  NO.  21 

Answering  written  and  oral  inciuij'ies  relative  to  activities  of  insurers. 

PURPOSE 

Public  service  arid  requirement  of  Insurance  Statutes;  Requirejnents  of  law. 
REFERENCE 

S - Act  of  May  1?,  1921,  P. >L.  682,  Sections  346,  347,  348,  350, 

353,  414,  546,  626. 

S - Act  of  May  17,  1921,  P,  L.  789,  Section  623 


-9** 
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ACTIVITY  PERFORMED  NO.  22 

Supervising,  filing  of  policies  and  raiatad  fori/iS  used  in 
Penns/lvania. 

PURPOSE 

Furnish  data  to  Super^/ising  Policy  Analyaar,  located  in  Phila- 
delphia, relative  to  chart, er  ana  licenso  povrars  of  all  insurers; 
determi.ne  financial  status  of  mutual  ccmpeniea  other  than  life  in 
connection  with  issuance  of  cable  contracts  and  maintenance 

of  records  thereof;  to  have  copies  of  policy  forms  available  for 
public  inspection  and  cortification  upon  request, 

REFERENCE 

S - Act  of  May  17,  1921,  P.  L.  6>12,  Sections  301,  354,  409, 
523,  616,  627,  653,  8O4,  1004 . 

3 - Act  of  June  4,  1937?  P«  I*  1643,  Section  9 
S - Act  of  June  21,,  1937,  P.  1946,  Section  4 
S - Act  of  Jure  27,  1937,  P*  1-  1125,  Section  12 
S “ Act  of  Hay  17,  1921,  P.  L.  7S9,  Secti<‘ri  211. 

PERSONNEL 
5 PT 


ACTIVITY  FEKFORKED  NO.  23 

Assisting  in  the  cfcjnpi] -ition  of  the  Infura.;.ce  laus  and  si.ipT.iements 
thereto  for  publication  and  distribution. 

PURPOSE 


REFERENCE 

0 

PERSONNEL 
3 PT 


ACTIVITY  perforii:d  no.  24 

Assisting  iii  preparing  and  reviewing  insurance  legislation. 


PURPOSE 


REFERENCE 

0 

PFJtSQNNEL 

1 PT 
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S.TATmg:m*S  iU^D  AUDITS  - POLIC'X  AI^ALIZATION 
ACTIVITY  PERFoB^"  NQ~.  l ""' 

The  general  nature  of  the  worK  is  that  of  approving  the  legality 
of  inaurRTice  policies  and  other  forins  of  ineuranoe  contracts  issued  by 
all  typea  of  insurance  organizations  and  that  of  carrying  on  all  corres- 
pondence relating  to  those  foriia;  the  filing  of  those  formj  all  this 
including  necessary  conferences  within  the  Department  and  with  insurance 
company  representatives;  advising  an^l  handling  complaints  of  the  public 
arising  out  of  insurance  contractor.;  advising  others  vathin  the  Insurance 
Dspertment  where  they  need  information  arising  out  of  tliis  work,  acting 
in  an  advisory  capacity  when  insura-nce  legislation  is  before  the  r^eneral 
Assembly;  and  general  executive  functioning  with  regard  to  all  policy 
approval  matters  as  set  forth  in  the  insurance  laws. 

PURPOSE 

S^ipervision  and  approval  of  insurance  policies  prior  to  their  being 
offered  to  the  insuring  public . This  function  provides  a very  great  protection 
to  insureds . 

REFSREtjCE 

S - Section  354  (as  emended  by  Act  of  My  28,  1937,  P.  L. 

934  of  the  A ct  of  May  17,  1921,  P.  L.  682)  Prohibiting 
us©  of  policies,  contracts,  etc,,  unless  approved. 

Penalty. 


PERSONNEL 

3 FT 


STATEtCENfS  AND  AUDITS  - FILS 

ACTIVITY  PERFORMED  NO.  1 

Maintenance  of  p'Srmanent  files  - in  file  and  supply  room  in 
basement  of  North  Office  Building,  (not  including  current  files 
maintained  in  various  Divisions) 

Maintenance  particularly  s.n.d  specifically  of; 

Chairber  and  records 

Policy  and  rate  filings  records 
Annual  statements  for  10  yeai's  of 
domestic  and  of  6 years  of  foreign 
insurers;  of  which  there  are  in 
excess  of  1000. 

Annual  and  permanent  records  of 
agents  and  brokers 
Income  and  disbursement  vouchers 
Supplies 

PURPOSE 

To  maintain  necessary  files  for  all  Di^hLsions  of  Insurance  Department. 
REFERENCE 

Required  by  Department,  with  approval  of  Executive  Board. 

PERSONNEL 
3 FT 


} yor  Division 
( of 

) Statements 

( and 

) Audits 


For  Division  of 
agents  & brokers 
For  Comptroller 
For  Comptroller 
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CCggUIxNTS  PHIJ/.J)KLPEIA  A2g  Pm^URGS 
AOTrVITr  FiRgORN^D  NQ.  X 

'~Rac9i¥i'Qg  end  etudyl^^^  ccmpiaints  rrca  policy  holders  car  from 
olaimanto  age  Inst  pollcyholdors« 


PURPOSE 

To  aerv©  t2i©  inexiring  public  dir&ctjy  ia  regard  to  all  queatione 
of  cofliplainta  arising  from  ur ties  of  cocipaniss>  agents,  .broJcers 
end  ell  others  engaged  lu  the  Insurance  business, 

Ri.FERENCE 

S ~ Section  201  = Act  of  May  17,  P,  L.  785 

R - required  by  Dapjsrtnisnt 

E - approved  by  S:secutiva  Board-  Eatablii^ed  in  dim 
past  of  Dapsrtmeat  history. 

A very  necessary  funot ion  of  Department. 

PERSaVNEL 

3 FT  in  Harrieburg 

4 in  Philadelphia  Field  Office 

4 in  Plttsburgb.  Field  Office 


AGSm  ARP  BR0KS31S 
ACTIVITy  PSI'J'QRMiiD  HQ.  1 

Preparation,  constant  study  of  Pules  Sc  Reg ulel ions  tor 
aupervieioa  ef  egenta,  hrckarc,  otber  licenses;  arrangemont  and 
Buparvlaion  of  the  lic^usiag  procedure;  and  correction  and  improve- 
a»nt  as  changoe  in  conditions  warrant  end  nisFo  rieceeaary. 

PERSQW^ 

2'  PT 


ACTIVITy  perfqr:sd J?0._  2 

Pranaration  aad  dlatribution  to  inKurors,  agente,  brokers, 
and  other  llcanaeo®  of  tho  vfu'ioua  applicatloDa  for  licenooe. 

4 ?T 


ACTIVITy  PERFORi-gD  RQ,  3 

Receipt,  Inepectloia  of  tbece  aoplicatiuup  es  to  ousJLification 
of  licensee 


PERS  aiNEL 

2 FT 


'■-■12'= 


ACTiVm  PLRFORAED  NO«  A 

Issuance  of  asw  and  renewal  llc&ases« 


PJJRSCMllEL 

7 


FT 


ACTIVITy  PEFFQRuLD  KO.  *5 

Billing  where  blllliig  is  neceegery  far  fees  for  auch  licenaes 
or  recording  thereof  for  Comptroller  "e  DlviBion  where  fees  have 
eocorapanlod  applications. 


PERSQTNEL 

1 FT 


AGTIVm  PERFQRT^D  NO.  6 

preparation  end  holding  of  exaclnet ions  of  new  applicanta, 
where  Regulations  require. 

PEBSQpIMI. 

1 FT 
6 PT 


ACTIVirf  PEKFCFCgJ)  h^O,  7 

Return  of  applicetioaa  to  Insxjrors  In  caa©  of  error  therein; 
of  lack  of  qualification,  of  non-appearanea  for  examination  or  failure 
therein  = in  which  event  procedure  in  Item  4 above  cannot  he  followed, 

PERSONNEL 

2 PT 


ACTIVITy  PElsFORryED  NO,  8 

SftQintenence  of  4 control  filae  for  agents  and  1 for  brokere, 
exceee  brokers,  public  adjustors,  end  solicitors,  and  cross  indexing 
thereof  by  county  and  city  aub'^i.iYisione, 

The  detailed  operations  involved  be  beet  exenplified  by 
reference  to  the  Report  of  this  Division  in  the  I543  Report  of  the 
Insurance  Department  from  which  the  following  le  quoted  following 
Item  13  o 

PERSONNEL 

5 FT 
2 PT 
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ACTIVITY  PEKgQF^MEI)  NO.  S 

Coneidkcratlon  of  coiaplainta  InTclving  licenaeea,  holdiug  of 
Informal  and  formal  hearinge  resulting  from  aucli  complaints;  study  of 
tlie  evidence  and  ©ubmlsoion  to  ths  Ineuranca  ComcdBaioner  of  rocoinraen- 
dation©  as  to  innocence  or  guilty,  and  if  guilty,,  of  the  penalties  to 
be  imposed. 

PEflSOyjTTSL 

1 PT 


activity  MFCRM  no.  10 

preparation  - for  printing  end  distribution  every  three  nonths  - 
of  Brokers  Bulletin  - for  sale  to  all  those  who  need  to  make  certain  they 
are  not  dealing  with  non-llcanaed  brokers. 

PERSOMMEL 

2 PT 


ACTIVITY  PERFORMED  KQ.  11 

Handling  of  all  correspoodenca  pertaining  to  the  Division, 

PERSONNEL 

2 FT 
G PT 


ACTIVITY  PERFORMED  NQ.  13 

Mailing  of  ell  licenses  and  other  .raatter, 

PERSONNEL 

i PT 


ACTiyiTY  P£RF0R^.ED  NO,  11 

Maintenance  of  files, 

PERSONNEL 

'”''G  PT 


FBRPCSE 

As  requirad  under  the  Insurmce  Departinent  Act,  the  purposes 
served  by  tbeee  Jcbs  of  Division  of  Agent©  & Brokers  is  the  execution 
and  supervision  of  the  licenaing  of  agents ^ brokers.  Excess  Insurance 
Brokers,  Public  Adjuatore  and  Public  Adjustors  Solicitors  ■=•  all  to  the 
end  that  standards  be  set  and  raBintained^  and  quality  of  service  to  the 
inauring  public  be  of. a character  to  warrant  approval  by  this  l*opartniont. 
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RSSl^RSIjCE 

S - Section  201,  Act  of  my  17,  F.  L.  7b^ 

S - Article  VI,  Sections  6oi  to  64O,  coverluig 

licensing  end  8Uj>3rvi©ioa  of  /^eate.  Brokers, 
and  Excess  Brokers  and  tha  Pu'olic  Adjustors 
tad  Public  AdjuBtora  Solicitors  Act  of  May  25, 

P.  L«  27^  cover Irig  Ilcentilng  and  supervision 
•of  sluch  AdjUfStora  and  Soilcltore, 


ACOOUNTIMi 

ACTIVnY  PT-.R-FCBMED  1 

Viaintaining  the  accounting  and  ludsfitaxy  control  syatom. 


PURPOSE 

This  eyotem,  es  ostahllsbad,  is  ths  go’yeraing  phase  jPor  all 
accounting  and  hudgetery  work  pe-rtainlxig  to  the  Department,  and  naiot 
coincide  in  all  respects  with  the  Budget  Bui'aau’a  rulings  and  workings. 

PERSqg^EL 

1 PT 


ACTlVrry  PERFCRISD  NO,  2 

preparing  and  controlling  of  ell  ©etirjdte®  of  expenditures. 


PURPOSE 

This  nhaeo  of  the  work  of  praparlng  and  controlling  all  estlmatoe 
of  oxDenditurea  is  to  liEJlt  the  Denartraent  in  general  to  a fixed  or 
approxliaate  ex-oendlture  hssiB  within  a hiennium  period,  and  the  alioostlzig 
of  such  eatiiceits^  within  a ©ix  raonth  f^d  month  to  month  basis. 

PEBSCKHEL 

1 PT 


ACTIVITr  PERFCRtSD  KO.  ^ 

Preparing  and  audit  of  all  appropriation  requisitions  juade  on  the 
Departfflsnt  of  the  Audit  ox-  General  for  payment  from  anproprlatlona. 

PURPOSE 

This  work  ©ntails  the  prcp^rivlng  ard  cudlt  of  ell  roquieitlons  made 
by  tips  Dapertmant  covering  purcheeeBi  of  ell  oquipmont  and  metorial,  salaries, 
wages,  etCo  for  peyinsnt  by  the  A\!d.itar  General  from  funds  cf  the  respective 
departa>aat,  end  louet  ha  fully  substantiated  with  supporting  evidence  showing 
origin  of  charges. 

PSRSaJNEL 


2 PI' 
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ACTIVITY  Pli)RFQKMSD  NO.  4 

Preparing,  auditing  and  approving  of  all  raquigitions  for  supplies 
on,  or  purchase  requests  to  the  Departrient  of  Property  & Supplies. 

PURPOSS 

The  purpose  served  in  connection  vdth, the  approving  and  auditing  of 
ail  requisitions  for  supplies  on,  or  purchasa  requests  to  the  Department 
of  Property  & Supplies,  is  that  this  being  the  control  office,  a fairly 
accurate  checK  is  kept  on  the  needs  and  usages  of  the  Department,  and  at 
the  same  time  a checic  is  inade  to  see  that  the  expenditures  are  in  full 
accord  with  the  monies  so  aJdocated. 

PERSONNEL 
2 PT 


ACTIVITY  PERFORMED  NO.  5 

Preparing  of  reports  by  appropriations  and  costs  reports  by  bureau 
or  functions  for  the  department. 

PURPOSE 

The  preparation  of  reports  by  appropriations  and  cost  reports  by 
bureau  and  functions  is  necessary  due  to  the  fact  that  at  ail  times  we 
must  be  solvent,  and  in  fi\ll  accord  with  the  rulings  and  provisions  as 
outlined  by  the  Budget  Bureau, 

PERSONNEL 
2 PT 


ACTIVITY  PERFORMED  NO.  6 

Maintaining  of  all  records  relating  to  revenue  and  receipts  for  the 
Department  of  Revenue. 

PURPOSE 

The  purpose  of  maintaining  records  relating  to  all  revenue  as  received 
by  the  Department  and  receipts  ramdtted  to  the  Department  of  Revenue,  is  to, 
at  all  times,  have  sufficient.  ffXid  precise  records  showing  that  all  charges 
have  been  made  by  the  various  tilling  agendas  within  the  Department  and 
posted,  and  all  monies  recenved  covering  such  charges  are  properly  credited. 

Duplicates  of  al.l  charges  are  kept  by  the  billing  agency,  and  the 
control  office  and  in  this  way  a double  check  is  made  on  all  charges,  and 
this  holds  true  for  receipts  ^vhich  eliiidnates  all  chances  of  errors. 

PERSONNEL 
2 F 
1 PT 


REFERENCE 

E “ June  1932 
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ACTIVITY  PBRFOKMED  KQ,  7 

M^ntaining'  records  regarding,  tax  ??ithhaT.d  on  amplo/o’s  salaries. 
PUKFQSS 

The  purpose  of  maiiitaining  records  regarding  tax  withheld  is  to  have 
a complete  and  concise  picture  at  all  times  of  this  phase  of  work  so  that 
proper  reports  can  b®  submitted  quarterly  and.  yearly  as  requested  by  the 
Federal  Government,  and,  at  the  same  time,  furrdsh  each  employe  with  a 
record  of  salary  earned  and  tax  withheld  for  their  income  tax  purposes  at 
the  end  of  each  year. 

REFERENCE 

F <=  Federal  Current  Tex  Peyment  Act  of  1943 

PERSONNEL  • 

2 PT 


ACTIVITY  PERFORMED  HO.  8 

Handling  of  all "correspondence  pertaining  to  this  Division  in  regard 
to  invoices  rendered,  those  outstanding,  etc, 

PURPOSE 

The  purpose  of  this  phage  of  work  is  to  keep  the  companies  and 
individuals  doing  business  with  the  Commonwealth  in  full  accord  with  our 
practicsa  and  records,  and,  at  the  san®  time,  furnish  any  information  they 
may  desire  in  the  fulfil.Inient  of  their  business. 

REFERENCE 

.0 

PERSONNEL 
2 PT 


EXAMINATION  - PHIUDELPHIA 
ACTIVITY  PERFORMED  KQ,  1 

Arrange  yeai'ly  schedule  of  ern.nd.nat ions  of  all  insurance  companies, 
societies,  associations  and  exchiinges  incorporated  in  Poxinsylvania,  with 
allowance  for  participating  by  Pennsylvania  examiners  in  Zone  Examinations 
of  foreign  and  alien  insurers,  v/hich  transact  business  in  Pennsylvania. 


ACTIVITY  j''EIlF0R3ISD  NO.  2 

Performance  of  those  examinatioruj  by  duly  assigned  Chief  Examiners, 
Assistant  Chiefs  and  staff  oj::aminers. 
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V. 


ACTIVITY  PERF’ORHED  NO.  3 

Consultation  and  super^isi^-n  by  Doputy  Commissioner  arvi  by 
Commissioner  during  these  examinations. 


ACTIVITY  PERFORMED  NO.  h 

Review,  preparation  and  distribution  of  as  many  copies  of  final 
Examination  Reports  as  are  necessary. 


ACTIVITY 


Maintain  records  of  esoDenso  and  time  of  exa^ainers  on  jobs  - and 
billing  of  such  costs  to  the  insurers. 


ACTIVITY  PEpORMED  KO.  6 

Handle  correspondence  entailed  in  these  exarranations. 


ACTIVITY  PERFORMED  NO.  7 

Maintain  procedure  for  duplication  of  these  records. 


ACTIVITY  PERFORMED  NO.  8 

1^1— Ifpw  anai  ^ n^r  iw  <fL 

Maintain  files. 


PURPOSE 

To  guard  and  preserve  interests  of  policy  holding  public. 

To  ascertain  and  publish  financial  condition  and  to  report  upon 
ability  of  insurers  to  fulfill  pQi:icy  obligations. 

To  ascertain  whether  insurers  buve  complied  with  the  law. 

To  ascertain  rhather  iasui-ors  maintain  adequate  records,  follow 
legal  procedures,  and  deal  equitably  with  the  insuring  public. 


REFERENCE 
S - 


Insurance  Department  Act  of  May  17,  1921,  P.  L,  789  - 
particularly  Section  201  - and  Sections  211  to  221 
Fraternal  Benefit  Societies  Act  of  July  17,  1938, 

P.  L,  1092,  Section  19  - Examination  Beneficial  Societies 

Act  of  June  4,  1937,  P.  L.  1643 

Section  6 - Examinations  Non-Profit  Hospital  Plan 

Act  of  June  21,  1937,  P.  L.-.  1948,  Section  5 - 

Examinations  Non-Profit  Medical  Service 

Corp^ation  Act  of  June  27,  1939,  P.  L.  1125, 

Section  13  - Examinations 


PERSONNEL 

35  FT 
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ACTUARIAL 

ACTIVITY  PERFORMED  NO.  1 

Calculate  reaerva  liability  of  each  domestic  life  inaurance  conq^an/, 
and  of  other  insurora  transe.cting  businaas  of  life  inaurance,  such  as 
fraternals  and  beneficial  associations  - and  certify  to  aaine  as  of 
December  31,  each  year  - for  inclusion  in  annual  atateraant  of  each  such 
inauror. 


ACTIVITY  PERFORMED  NO.  2 

Calculate  reserve  liability,  prepare  balance  sheet  and  Report  of 
Pennsylvania  School  Employes  Retirement  System,  as  of  June  30  of  each  year* 


ACTIVITY  PERFORMED  NO,  3 

Calculate  net  premiums  and  valuation  factors,  reserve  tables  and 
other  actuarial  functions. 


ACTIVITY  PERF0Ri4ED  NO.  4 

Review  cases  involving  actuaria?:.  interpretation  arising  in 
Investigation  Division  and  during  examinations  of  insurers. 


ACTIVITY  PERFORMED  NQo  5 

Review  problems  arising  in  connection  >d.th  policy  approval  by 
Policy  Analyst. 


ACTIVITY  PERFORl^ED  NO.  6 

Prepare  and  maintain  office  reports. 


ACTIVITY  PERFORMED  NO.  7 

Handle  correspondence. 


ACTIVITY  PKlLFOKfeSSD  NO.  8 

Maintain  necessary  mechanical  equipment  and  files. 


-19- 


PURPOSE 

To  prepare  aad  maintain  the  scientific  actuarial  bacKground 
necessary  for  fulfillment  of  purposes  cited  for  the  Division  of 
Examination, 

REFERENCE 

S *=  Insurance  Department  Act  of  May  I7,  1921,  P,  L,  789, 
particularly  Section  201  and  Section  301  = cou^iutation 
of  Reserve  Liability  " Sections  302,  303,  304,  313  (c), 
316,  and  similar  sections  of  Fraternal  and.  Beneficial 
Societies  Act, 


PERSONNEL 

8 FT 


ACTUARIAL  ° CQMPEi^SATION  - PHILADELPHIA 
ACTIVITY  PERFQPJISD  NO,  1 

Supervise  workmen’s  compensation  division  of  Pennsylvania  Insurance 
Depart/nerrt. . Consult  with  General  Manager  of  Rating  Bureau  on  questions  of 
policy,  management,  etc, 

PURPOSE 

To  serve  by  and  for  the  Insurance  Commissioner  in  connection  with 
the  many  duties  and  responsibilities  placed  upon  him  under  the  Acts  cited 
in  the  next  colunm, 

REFERENCE 

Woncmen's  Compensation  Act  June  21,  1939,  Pc  L.  520 

State  Workmens  Insurance  Fund  Act  of  June  2,  1915,  P»  Lo  762 

Occupational  disease 

Compensation  Act  of  June  21,  1939,  P»  L,  566 

Workmens  Compensation  Security  Fund  Act  of  July  1,  1937,  ?<>  L,  2532 
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DBPAB'rMKNT  OF  JIBTICE 


AgTIVlTy  P£BFOR>\RD  KOo  1 

Adsiluistratioa  ot  office  taorlCo 


PDHPOSE 


Pr©pe]?«  iTrittan  forsKUl  and  iaforiMl  opinions  upon  request  of 
clientaj  also  advise  tinem  daily  on  legal  queetlonso  Litigation  and 
court  worko  Printing  end  indexing  all  opinlone  end  paper  books o 
Admiulstration  Isgi slatloa-,  Advise  the  Oovernor-  on  all  bills  passed 
by  the  Leglslaturso  Contracts  end  bondso  worko  War  activities^ 

Highway  lend  dorcogsso  Extradl  ti  caso  Supei'vise  Conuuonwealthi  attorneys 
in  all  counties^  depart Tas.stSj^  boards  and  coaimlsaioase 


RLPERENCE 

— lUMju  I III 


^3e/^tions  51^?  of  the  Idratnistretive  God©  of  l^tS^o 


PERSONNEL 


21  (F) 
21  (PT} 


ACT XV  m P?-RFOfiMRg  5Q°_2 

Accounting  j,  tadget  aM  related  ectivitiost- 


PURPOSE 


Maintain  accoianting^  budget  and  personnel  records  relating  to 
the  Departroant  of  Justice,  Incluling  payroll»p  paynant  of  bills ,,  and 
preparetion  of  raqulsltions  fcr  office  supplies, 

r?:feremge 
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AGOTrry  PSJRFORKy^^  3 
CollecstioQ  worir^ 


puspoas 

mwi  jKia. 

Dolinquent  corporatdcn  t&iXg , liquid  fualo  texp  aelea  taxp  Inaano 
soBiiitenainci^o  foroat  flra  claiasep  bond  and  coupon  d«f©ult8j  donoeetic 
bonuseCf  pijtbllc  aaei®tenc®  Claire® ^ clalinap  Personal  Property  tax,- 

and  all  other  tyioa  of  dolinquont  ®3.ficollaxieous  claiaen  referred  to  this 
departrosnt  for  collectlonsc. 

REjli:_KE?^E 


Section  MsLiaiet.ratiTe  Cc4®  of  1^2^ ^ Pdo  177 

e mended o 
PERSQtQjEL 

8 (FI 


ACTIVia^-  PSHFORMED  .NO.  4 

gag_m. 'U-M  ■ .«.J  «I  ngii  ■ •«  t:niimj»>ssi^.rsr> 

StenogrepMe  end  rel.at©d  ecti-srities. 


PURPOSE 


ParforKss  (atenog^*!.  piaic  servicea  la  cdnEection  with  all  correa^ 
pond®nc©p  brlefa,,  opinioasp  Isgielatlon  end  other  data  prepared  by  this 
department c 

REFERENCE 


!0| 
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ACTIFITST  PSBFQRljED  NOo  ^ 

Operation  of  switchboard  asd  rocal^  rieitoriB. 


PURPOSE 

Receives  incQalug  calls  in  the  •xhn-npc.ri  of  the  officers  and  the 
OEployfis  of  the  departmsnto  Receives  viS'itora  having  buainess  in  the 
department  and  directs  them  to  th®  proper  officer  or  employOo 
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^TIVIIY  PKRFCOA5D  NO.  6 

FJ.liog  ani  rsleted  activitle,:,. 


PURPOSE 


MaiB.toin  curd,  i.adex  and  cross  referaaoa  filing  covering  eveiy 
departnsntj  boards  coanaj.ssion  esid  agency-  in  CoiBiconwealtb.  of 
Penney  iTenlSo  .Rosaerch  end  mi  seel  lane  ou.s  duties  o 


RSFERENCK 

(0) 

PERSQMjSI 

2 i7) 


ACTIVITY  KJnFCRMED  NQo  7 


Mail  and  msesengsr  service » 


PURPOSE 


Takes  cjer<s  of  tiia  sjailing  of  ell  eorraspondence  end  commiinica- 
tiona  of  til©  Depaxta^nt  of  Just  Ice  as  well  as  Calenders  and  applicotioae 
for  Boerd.  of  Pardons, 

HEFEREHS 

(0) 
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activity 


of  !'!?•«  litrery 


o 


HJBPQ6S 


Koeiv  avei labia  la  up-'ic-dats 
legal  89r‘7io2>B  ard  decislx;.eo  Bxiafd 
card  index  ot  63.1  boQ.te  in  li^rnry. 


fora  ail  neceseary 
iii  ail  Coiomon’Sfealtd 


pub li abed 
06 sea  end  ft 


REFIJ^EMCE 

10) 

P£RS013^^L 

1 (?) 


pyjiFasiaiiD 

Board  of  Pardon® . 


PURTCEK 


tentierla/l^^pardcranrex^itn^^^^^^^^  ssntanca.  H.vie^s  all  caae.So 


ioaa  froffl  prisc-aers  In  tb.a  aavaral  peni^ 


PEFEREHCE 

CoEBtitutioa  of  X874- 
Articla  PI  Sentdox?  3 
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DJSPAHTMS^iT  OF  UEOR  AND  INDUSTRY 


. .BUHS-AO 


ADMIN  ISTRATIVS 
ACTIVITY  FSRFDRMED  NOo  1 

Adrainiater  ths  affairs  of  the  Dspartnart  of  Labor  and  Industry  in 
accordans©  with  Article  XXII  of  the  A.dtninistrati'^/s  Coda  of  1929  s-nd  amende 
merits  thereto » 

Participate  in  administering  tha  law.j  and  functions  pertaining  to  - 
State  Workman^ s Insurance  Board 
Industrial  Board 

ft'orKnien*'s  Compensation  Board  (8x=offieio) 

State  Council  for  the  Blind 
State  Apprenticeship  Goimsil 


PURPOSE 

To  serve  the  later  and  industrial  interests  of  the  Commonwealth  and 
to  enforse  the  laws  relating  to  the  a&fety  and  well-being  of  employeso 

REfERENGE 

S 


ACTIVITY  PERRIRMED  NO.  2 

Performing  secretarial  dsatios  of  State  Apprenticeship  Councils 
PUHPQSS 

To  provide  induatrj*'  wit  Is  corxtirmous  flew  of  skilled  labor  via 
apprenticeship  training, 

REFERENCE 

E 


ACTIVITY  PERFORMED  NOo  3 

Performing  secretarial  duties „ 
Stenc^raphic  “•  Receptionist  •*  Filing. 
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PURPOSE 

To  assist  Adininistrators  of  Department. 

To  provide  these  services  for  the  Administrators. 

REFERENCE 

E 


PERSONNEL 

9 in 


ACTIVITY  PERFORMED  NQo  4 

’^Per  s onnei  ~ Al^inls  t rati  on , 

PURPOSE 

Self  - e^qplanatory. 

REFER0JCE 

S “ Administrative  Code,  Section  603 
E 
0 

PERSONNEL 
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ACCOUNTING  - DISTURSEMENTS 

ACTIVITY  PERFORMED  NOo  5 

Prepare  Biennial  Appropriation  Requests  end  Receipts  and  Revenue 
Estimatesc 

Prepare  Biennial  E3q:)enditure  Budget  on  a sis  months  basis  aid 
currently  on  a monthly  basis  .for  six  !nontbs. 

Maintain  E.'jqsenditurs  and  Budget  Control  Ledgers. 


PURPOSE 

Provide  the  Budget  Secretary  with  expenditure  am  revenue  information 
for  preceding  fiscal  years  and  the  present  fiscal  year  end  estimates  of 
revenue  and  amounts  needed  for  the  succeeding  biennium. 

To  limit  monthly  and  biennial  e^enditures  to  amounts  provided  by  the 
General  Assembly  and  the  Governor. 

To  ascertain  ani  limit  the  monthly  escponditures  to  the  amounts  provided 
in  the  ^proved  budget. 

To  supply  the  Budget  Office  with  S^enditure,  Commitment  and  Budget 
inforraationo 

To  determine  correctness  and  lagality  of  payment.  Card  record  also 
provides  facility  of  payment  information. 

REFERENCE 

0 
E 

S » Administrative  Code 
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ACCOUNTING  ::l  PAYliuLL 
ACTIVITY  FERPQRMED  ”NOo  6 

Calculate,  prepare  arri  process  payrolls,  including  Retirement  and 
Tax  computations . 

Maintain  personnel  card  record  file  of  name,  address,  county,  title, 
salary,  date  of  birth,  overdr&wa  leave  of  absence,  icLthdrawal  data. 

PURPOSE 

To  compensate  employes  for  services  rendered. 

To  provide  essential  personnel  data  exj:)editiously. 

REFERENCE 

0 

E 

F 

S - Administrative  Cofie 
PERSONNEL 
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ACCOUNTING  - PROCURMENT 
ACTIVITY  FEKFORMED  NO.  7 

Procure  supplies,  materials,  equipment  and  printed  matter  required 
by  the  various  bureaus  d the  dapartment, 

PURPOSE 

To  obtain  materiel,  «tCo  i»hich  are  required  to  operate  the  department. 

REFERENCE 

0 k S 

PERSONNEL 

— i— c»a 


ACCOUNTING  - RECEIPTS 
ACTIVITY  PERFQRLIED  NO.  8 

Prepare  Annual  Revenue  and  Receipts  Estimtes. 

PURPOSE 

To  provide  requested  information  to  the  Department  of  Revenue  and 
Budget  Office. 

reference 

0,  E,  and  S 

PERSONNEL 
1 F 
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ACCOUNTING  »•  STORiilRQOM 

ACTIVITY  PEr^OfiJMED  NO.  9 

Recaive  supplies,  laatarials  and  equipment  and  verify  quantities  of 
same  vidth  copies  of  purchase  orders. 

Maintain  storeroom  of  supplies  and  xiiaterials. 

Maintain  perpetual  inventory  card  record. 

Issue  and  deliver  stores  items  on  requisition.  This  includes  freight, 
and  express  shipments  to  field  offices. 

Move  or  re~arrange  office  equipment  required. 

Tag  new  equipment. 

PURPOSE 

Central  receiving,  storing  and  distribution  storeroom. 

To  be  able  to  issue  such  items  when  required  by  the  several  bureaus 
and  to  eliminate  a mii3.tiplicity  of  purchasing. 

To  determine  balance  on  hand,  quantity  to  be  carried  and  quantity  to 
be  purchased.  For  verification  p'jrpcses  with  control  records  Kept  elsewhere. 

To  expedite  the  delivery  of  stores  stock. 

To  expedite  the  work  and  advise  the  equipment  inventory  clerk  accordingly. 
To  account  for  these  items  on  equipment  inventory  record, 

REFSRETjCE 

0 


ACTIVITY  PERFCRMED  NO.  10 

Receive  and  distribute  inter^depertmental  mail. 

Operate  a special  delivery  message  service  including  intra-departraantal 
messages. 

Segregate  out-going  mail  and  maintain  cost  records  by  bureaus  and/or 
divisions. 

Meter  stamp  out-going  mail  and  affix  proper  amount  of  postage  to 
packages , 

Prepare  daily  report  of  meter  postage  for  Post  Office. 


PURPOSE 

To  facilitate  the  delivery  of  the  mail. 

To  provide  this  service  to  all  bureaus. 

To  allocate  postage  charges  to  the  proper  agency. 

To  forward  mail  in  compliance  with  the  postal  laws  and  regulations. 
To  meet  Post  Office  requirements, 

REFERENCE 
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DEPAHTMENT  OF  hAWR  AND  INDUS TKI 


BUREAU  OF  INSPECTION 


ADMINISTRATIVE 
ACTIVITY  PERFDRMIiD  NO>  1 

The  Bureau  of  Inapection  is  provided  for  in  Article  22,  Section 
2202,  of  the  Administrative  Code,  is  authorized  to  inspect,  during 
reasonable  hours  and  as  often  as  practicable,  every  room,  building  or 
place  within  this  Coxamonwsalth  where  and  when  any  labor  is  being  performed 
K»hich  is  affected  by  the  Divisions,  any  law  in  this  Commonwealth  and  all 
buildJjjgs  in  which  the  public  assembles.  This  Bureau  supervises  the  work 
of  the  six  Divisions. 

PURPOSE 

To  protect,  Ilfs,  liffi’c  and  health  of  every  person  employes  or 
permitted  to  assemble  in  any  place  in  this  Commonwealth o 

REFERENCE 

S 

PERSONNEL 
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BOILER 

ACTIVITY  PERFORMED  NO.  2 

Inspect  boilers  and  prcs3U2*e  vesaala  that  are  not  insured,  report 
violations  of  the  Boiler  Law,  restamp  boilers  when  the  stamping  is 
obliterated.  The  State  is  divided  into  eight  districts. 

Maintain  a visible  index  of  all  boi3.ers  and  vessels  showing  the 
pertinent  specifications  and  inspection  dates,  also  prevents  duplication 
in  billing.  Changes  in  ownership,  location  or  the  discontinuance  of 
operation  is  recorded. 

PURPOSE 

To  inspect  boilers  and  vessels  not  insured  and  prevent  violations 
of  the  Boiler  Lawo 

To  provide  visible  records  of  boilers  and  pressure  vessels. 

REFERENCE 

S 
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PERSONNEL 
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ELEVATOR 

ACTIVITY  PERFORMED  NOo  3 

Inspection  of  passenger  elevators,  fred-ght  elevators,  escalators, 
duiabwaiters  and  hoists  and  sealing  of  all  dangerous  or  unused  elevators. 

Prosecutions  for  violations  of  the  elevator  law,  child  labor  law 
and  the  elevator  soda.  Investigation  and  development  of  all  evidence 
for  submission  to  proper  authorities. 

Investigation  of  all  accidents  occurring  on  elevators  and  other 
hoisting  equipment, 

PURPOSE 

To  insure  proper  installation,  tests,  mairitanance  and  operation  of 
all  elevators,  dumbwaiters,  escalators  and  hoisting  equipment  as  required 
by  law  and  the  elevator  code. 

To  compel  proper  observance  of  the  law  and  protect  employes  and  the 
general  public  using  elevator  equipment  in  Pennsylvania. 

To  determine  cause  of  the  accident  and  make  recommendations  to 
prevent  similar  accidents  in  the  future, 

REFERENCE 

S - Act  of  the  Assembly  No.  452,  approved  Hay  2,  1929,  P,  L,  1518 
as  amended.  Sections  2 to  12,  inclusive,  the  rules  and 
regulations  of  the  Depai’tmont  of  Labor  and  Industry  for 
©levators,  escalators,  dumbv»aiter3  and  hoists,  1943  edition. 
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MINES,  QUARRIES  AND  EXPLOSIVE 
ACTIVITY  PERFORMED  NO,  4 

The  Division  of  Mines,  Quarries  and  Explosive  Division  is  provided 
for  in  the  Administrative  Code,  Act  174  aM  Act  537® 

It  inspects  ail  mines  other  than  coal  mines,  and  magazines  fcr 
storage  of  ©jqslosives.  Investigates  accidents,  serious  or  fatal,  in  all 
Quarries,  Clay  Mines,  Ore  Mines,  Cement  Plants,  Hollow  Tile  Plants,  Lime 
Plants,  Sand  and  Gravel  Mines, 

Issues  license  for  Storage,  Handling  and  Use  of  E^qplosives,  and 
receives  fees  for  same^  Approves  plans  for  ths  erection  of  new  magazines 
and  approves  site  for  saaKs. 

PURPOSE 

To  protect  the  life  and  health  of  all  persons  employed,  and  to 
determine  if  they  are  operating  according  to  the  General  Safety  Act  and 
Child  Labor  Law. 

reference 

s 

Administrative  Code:  General  Safety  Act  174 

Explosive  Act  537 
Child  Labor  Law  177 


PERSONNEL 

9F 


i ' V i^r>  .:■  ' 


■ • v.^'5  '\v' 

^ i.i,^  T'v'«/or!  ti.^:^tt.M<3ir4tPSf 
: ' r ■.'.  0 1 ^ v::  t 

■ " ■ ' . , y ‘ • 

^ . ',  .,  -jf  'MY  V F* 


...  e'''-t  'il 


•,•■,' ‘If 'lC^’  ,.-v 


Ifism  ■ 


. ■ ,.,':i-*v  ..,.>;  u 1 ; 


•■-.i':  '-fi.  wnd  ; 

n 

.. ; ' lo  is; 


' V/  , 


.,.»■•  t-  --k 
v‘,X,-»  J ■•  j 


•i*  'flh''if'0'tcjq3 


. ,.,  o 
' ' .1 


t'il 


OT  ■■ 

/-'i’v 

r.\ii\i  TiftdiM;, 


.,.,/i;  $ok  -v  G v-iidf.vxcrainimM. 

Vf  c cJoA 

"Ofl  *■■’■?  illlriO 


«>  i ll^  K 

*■' . 5 


V"  -'''iii 


BUILDINGS 

DIVISION  SUPERVISION 
ACTIVITY  PKHJFORMED  NQc  5 

Issuing  tbticn  Picture  PerniitSo 

Htcamination  and  appx'oval  oT  plans  for  private,  public,  and 
atate-^oiunod  buildings. 

Mailing  inspections  of  buildings  where  controvereies  occur 
and  as  requested  by  Secretary  of  I^bor  and  Industry  or  Director  of 
Bureau  of  Inspection. 

PURPOSE 

To  ascure  co.mpliance  ifith  law  and  protect  the  patrons  attending 
such  exhibitions . 

To  comply  with  law  and  provide  fire  and  panic  protection  to 
occupants  of  buildings. 

To  work  out  a satisfactory  application  of  the  Act  and  ReguXatione 
where  on  account  of  unusual  structural  conditions  or  processes  of  manufacture 
it  is  difficult  to  apply  the  requirements . 

REFERENCE 

S P.  Lc  465  of  192? 

Section  6 

S P-  L.,465  of  1927 
Section  8 

0 

S Po  L.  465  of  1927 
Section  15 

PERSONNEL 
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ACCIDENT  PREVENTION 
ACTIVITY  PERFORMED  NO.  6 

Investigation  of  industrial  accidents  oc charring  in  industry 
excluding  coal  mines o 

Maintaining  a complete  record  of  all  industrial  accident 
investigations 3 cross  index  fil.©  as  to  the  nature  of  safety  violationj 
firm  file  of  non- fatal  and  fatal  accidents j performing  general  filing. 


typing  and  stenographic  work. 

Complete  record  file  of  general,  field  inspection  reports. 

astabliuhroente-  ir.  y^hich  investigation  is  made. 


of  ir^dustrial 


Type 

Direct  number  of  violations  found, 
made  by  field  inspector « Open  and 
notified  by  Field  Supervisor. 


or  dare 

G.iOS'yd 


iasuadi  also  recommendations 
files  are  maintained  until 


PURPOSE 

To  determine  cause  of  accident,  prevent  recurrence,  and  to 
stress  importance  of  industrial  fir;f*s  complying  with  State  Safety 
Regulations, 


c 


i 


■i 


I , 
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REFERENCE 


S ■”  General  Safetv  Act  174 
(Reference  Bulletii)  No.  5 

"LaTfs  Adjainiatered  by  the  Department  of  Labor  & Industry”) 
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BEDDING  AND  UPHOLSTERY 
ACTIVITY  PFUFORMED  NQo  7 

Inspect  supply  plants  furnishing  filling  materials  intended 
for  use  in  articles  of  bedding  and.  apholateri''  in  order  to  ascertain  if 
materials  are  to  all  outmrd  apps&rances  properly  described  and  sterilized. 

Inspect  plants  manufacturing  articles  of  bedding  and  upholstery. 
Inspection  includes  bulk  materials  a.uticles  in  process  of  mariufacture  and 
finished  articles  in  order  to  ascertain  if  materials  and  articles  are 
properly  tagged,  stamped  and  stsri.lised  to  outmrd  appearances. 

Inspect  wfholesal©  and  retei.I  stores  selling  articles  of  bedding 
and  upholstery  in  order  to  ©seartein  if  the  articles  are  properly  tagged, 
stamped  and  sterilised. 

Inspect  upholstering  shops  in  order  to  ascertain  if  articles 
repaired,  built  or  renovated  are  properly  tagged,  stamped  or  sterilized. 

PURPOSE 

To  protect  all  parties  involved  by  revealing  if  the  materials 
are  as  represented  and  are  sleari  and  sa-nitary.  Health  and  economic  factors 
involved, 

REFERENCE 

“ 3 » Act  ffZ'St  F*  F.  926,  Sest.ion  9b 
PERSONNEL 

U F 


SUPERVISING  OFFICES 
ACTIVITY  PERFORMED  NO, 8 

The  Bur©au*of  Inspection  has  seven  (?)  Supervising  Offices  for 
the  enforcament  of  all  I.bw3  end  rogul^ations . 

PURPOSE 

To  protect  life,  limb  and  health  of  eveiy  person  employed. 

REFERENCE 

S «■>  Act  174,  General  Safety  Law 


♦ /*•  - 


■I 


ACTIVITY  PERPornffiD^JOg^  , . ^ 

Inspsci  factories,  mills,  shops,  theatres,  motion  picture  theatres, 

buildings,  hospitals,  colleges,  auditoriums,  emergency  lighting  systems, 
fire  ^arm  systems,  means  of  egress,  safeguarding  of  machinery,  proper 
ventilation,  proper  lighting,  investigation  of  accidents,  investigation 
of  violations,  investigation  of  job  analysis  for  all  minors,  issuing  orders 
to  correct  violations,  organizing  plant  safety  committees,  first  aid 
comaiittees,  conducting  safety  meetings,  prosecuting  violators  of  law, 
attending  inquests  where  fatal  accidents  occ^ir,  giving  testimony  as  to 
how  the  accident  occurred,  whether  or  not  there  was  a violation  of  law 
or  standards. 

Checking  faction  picture  theatre  booths  for  fire  hazards  and  to 
determine  if  the  operator  is  qualified  as  required  by  law,  properly 
licensed  and  find  if  the  license  is  displayed. 

Investigating  complaints,  axit^n^ns  and  otherwise. 

File  reports  with  the  supervising  office  or  the  office  or  the  Director, 
regarding  law  violations. 

Checking  plans  of  buildings,  new  and  remodeled  for  proper  means  of 
ogress,  fire  towers,  fire  escapes.  Inspect  all  buildings  where  the  public 
is  allowed  to  lodge,  reside  or  assemble. 

PURPOSE 

' “ To  comply  with  law  and  provide  fixe  ^xnd  panic  protection  to  occupants 

of  buildings.  j- 

To  secure  Qomplianse  ■?d.th  la’'?  and  protect  the  patrons  attending  sucj 

exhibitions.  , » ^ t 

To  determine  whether  there  was  any  violation  of  laws  and  place 

responsibility  for  same.  _ , +v. 

To  organize  and  promote  safety  in  accident  prevention  work  a or  the 

protection  of  life,  limb  and  health. 

reference 

3 - Act  Ho.  299,  Fire  ^ P.aiiic 
S “ Act  Ho,  566,  Fire  Drill  Act 
S --  Act  Ho.  32,  Foundry  Act 
S ~ Act  No.  651,  hdad  l^anufsct-oring 
S = Act  No,  364,  Work  Com^jreseed  Air 
S - Act  No,  177,  Child  .Ubor  Iaw 
S - Act  No.  466,  Woman's  I^.bor  Law 


ACTIVITY  PERFORMED  NO,  10  > . 

Answer  all  local  correspondence  and  taKe  care  of  any  work  received 

from  the  Dix'ector's  office. 


PURP0S2 


To  handla  correspondence  and  stenographic  duties. 

REFEREKCa 

0 

PERSONNEL 

5 jT?  " Altoont 
12  Ff  ” l^neastor 
IS  F^o -'-Philadelphia 
Id  ft  “ Pittsburgh 
9 FT  - Titueville 
14  FT  - Wilkoe-Earre 
3 FT  “ iffilliemsport 
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DEPARTiSffiNT  OF  LABOR  .-WiD  INDUSTRY 


BUREAU  OF  INDUSTRIAL  ST.^NDARDS 


ACTIVITY  PERFOliHED  NO.  1 

Draft  regulations  to  prevent  industrial  and  public  hazards. 
Investigate  and  study  hazardous  conditions  iri  industrial 
© st abli shment  s , 

Investigate,  test  ajnd  report  on  devices  and  appliances  sub- 
mitted  for  approval. 


PURPOSE 

Provides  an  effective  a^ad  iiniforai  method  of  procedure  and 
guidance  to  industry  and  business  in  applying  such  regulations  as 
may  be  promulgated  to  adequately  eliminate  hazardous  conditions 
relating  to  the  protection  of  employes  in  industrial  establishments, 
the  protection  of  the  public  in  places  of  public  assembly,  such  as; 
theatres,  schools,  colleges,  public  halls,  etcc,  by  requiring  that  fire  alarm 
systems,  emergency  lighting  equipment,  xaeans  of  egress,  machine  guards 
and  devices,  etc,,  be  provided. 


REFERENCE 

S ~ Act  174, 
Act  299, 
Act  537, 
Act  249, 
Act  177, 
Act  466, 


1937,  P-  b.  654 
1927  & 1937,  P.  Lo  465 
1937,  Pc  bo  26S1 
1937,  P.  b*  926 
1915  ^ 1943 1 P»  bo  286 
1913  & 1943*,  P.  bo  1024 


PERSONNEL 
3 F 
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OF  LAliCfi,  /J^D  INDUSTRY 


INDUSTRIAL  BOARD 


ACTIVITY  PERFQRWD  NO»  1 

Preparation  of  all  data  lor  pres'rmtation  at  monthly  meetings  of 
the  Board* 

PURPOSE 

All  information  must  be  compiled  and  edited  and  placed  in  compact 
form  30  that  each  cage  is  comprehensible, 

REFERENCE 

S « Act  175,  April  9,  1929,  /^ticle  XXII,  Section  .2214 

PERSONNEL 
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ACTIVITY  PERFORMED  NO*  2 

Industrial  Board  Meetings * 


PURPOSE 

Meetings  ore  held  once  a month  to  consider  appeals  submitted  for 
relief  from  application  of  la^s  and  regulations  of  the  Department * Also 
public  hearings  are  held  on  ne^  or  revised  regulations  or  upon  request 
of  any  individualo  Considsratlon  is  given  to  approval  of  devices  8ub“ 
mitted  as  required  by  various  laws  and  regulations.  Special  meetings 
are  held  upon  request  of  Secretary  of  the  Department. 

REFFRENCE 

Act  175,  P.  177  Soetion  2214 
Apr.  9,  1929 

PERSONNEL 

3 PT 


ACTIVITY  PERFOIiMED  NO.  3 

Elevator  Advisory  Board  Meeting. 

PURPOSE 

Quarterly  meetings  are  held  in  accordance  with  requirements  of  the 
Elevator  Regulations  in  order  to  exaroino  applicants  for  Pe^insylvania 
elevator  inspector’s  Gr©dentia3.s . These  papers  are  graded  by  the  Board. 
Consideration  is  given  at  this  time  to  any  technical  question  v/hich  may 
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involve  an  individual  elevator,  a change  in  the  regulations  or  require 
an  interpretation.  Special  iieetings  are  neld  when  in  the  opinion  of 
the  DepariEcent  they  are  thought  necessary.  Many  technical  elevator 
questions  are  settled  by  correspondence  with  this  Heard. 

REFERJEI^CE 

R - Set  up  by  Industrial  Hoard  January  13,  1916  = 

Revised  Set  up  Approved  by  Industrial  Beard 
Pebr^oary  1C,  192C,  Act  452,  May  2,  1929 
P.  L.  1518,  Section  I and  4 

PERSaNfffiL 
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ACTIYITl'  PERPORMET'  NO,  4 

Boiler  Advisory  Board  Meeting. 


PURPOSE 

Quarterly  meetings  are  held  in  eccoz^iance  with  requirements  of  the 
Boiler  regulations  in  order  to  examine  ap'plicants  for  Pennsylvania  toiler 
inspector's  credentials.  These  papers  are  graded  by  the  Board.  Consider- 
ation is  given  at  trds  time  'to  technical  question  which  may  involve 
an  individual  boiler,  a change  in  the  regulations  or  require  an  interpreta- 
tion. Special  meetings  are  held  when  in  the  opinion  of  the  Department  they 
are  thought  necessary.  Many  technical  boiler  questions  are  settled  by 
correspondence  with  this  Beard. 


REFSRg^CE 

R -=  Set  Up  by  Industrial  Board  January  13,  1916  - 
Rev’ised  Set  Up  .approved  by  Industrial  Board 
Pebruary  10,  1920.  Act  451,  May  2,  1929, 

P.  L,  1513  = Section  I and  5 

PERSONI^EL 
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DE?AKTJ.!ENT  OF  LABOR  AND  .INDUSTRY 


BUREAU  OF  MEDIATION 


ACTIVITY  PERFORMED  NO.  1 

Mediates  labor  disputes  (striiies,  controvereies  and  lockouts). 
Arranges  aiKl  attends  separate  and  Joint  conferences  between  labor  and 
raanagsmant  in  an  endeavor  to  assist  in  bringing  about  adjustments  of 
labor  disputes. 


PURPOSE 

To  maintain  better  relations  between  labor  and  management  con== 
ceming  ifagoa,  hours  and  inporKing  conditions. 


REFERENCE 

Pamphlet  Laws  674  1937 

Act  177 


PERSONNEL 
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DEP/iim^T  OF  iA30R  .\f^D  INC’JSTRY 


BUREAU  OF  iVGI^'i  AI^ID  CHILDREN 
HOURS  .\ND  MIHIMUM  tVAGES 


ADMINISTRATIVE 
ACTIVITY  PERFORMED  NO»  1 

Administer  the  provisions  of  the  Woman’s  Law,  Child  Labor  Law, 
Industrial  Home  Work  Law  and  Minimiirn  Wage  I^w. 

M^ite  reports  and  edit  and  approve  all  published  reports  of  the 
Bureau;  disseminate  inf  or  ..at  ion  about  siisployed  women  and  lainors;  and 
write  articles  for  Pennsylvania  Labc-r  and  Industry  RevieWo 

PURPOSE 

To  enforce  laws  passed  by  the  Legislature  and  raguI.ationa  promulgated 
by  the  Industrial  Boai'd  for  promoting  and  safeguarding  the  welfare  of  employed 
women  and  minors . 

To  educate  the  public., 

REFERENCE 

S ” Section  220?  Administrative  Code  of  1929,  P.  Lo  177 
Wforoan's  Law,  Act  466  July,  1913,  La  1024  as  amended 
Child  Labor  law.  Act  177,  May,  1915,  P-  La  286  as  amended 
Minimum  iVage  Law,  Act  248,  May,  1937,  P«  1®  917 
Industrial  Home  Wor^  Law,  Act  176,  May  1937-  P«  Lo  665 

R « Regulations  Affecting  Employment  of  Idfomen 

Regulations  Governing  Hours  Provisions  of  the  iVbman’s  Law 
Regulations  Affecting  Employment  of  Minors 
Regulations  for  Industrial  Home  Work 

0 

PERSONNEL 

5 F 


INDl^STiaAL  .tORK  - PHIL/a)SLPHIA  & PITTSBUFIGK 

AGTI71TY  PimFOl^ED  NO.  2 

Check  applications  5 prepare  and  type  Industrial  Heme  lYork  Perrrdts; 
and  send  coA'^jieted  permit  by  registered  mail. 

NOTE:  This  work  also  done  in  the  Philadelphia  am  Pittsburgh  offices. 

P'Uitl-’CdE 

To  license  properly  persons  wisriing  to  engage  in  Industrial  home  wora. 
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RSFERSiNGS 

S - Industrial.  Horae  i^ork  Act^  176,  1937 » 
Po  La  665,  Sections  7,  9,  10 

PERSONNEL 
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ACCIDENT  REPORTS 
ACTIVITY  PBRFOPJflED  NOo  3 

Review  all  industrial  asGidenta  to  women  and  minors  and  evaluate 

data. 

PURPOSE 

To  detect  violations  of  lawsj  to  report  to  proper  enforcement 
agencies]  to  suggest  on  basis  of  findings  changes  in  laws,  rules  and 
regulations  fo^  safeguarding  womsii  and  minors  in  industr^^ 

REFERENCE 

S Administrative  Code,  Section  2207 

PERSONNEL 
1 F 


STUDIES  AND  REPORTS  - Philadelphia  k Pittsbirrgh 
ACTIVITY  PERFORMED  NO.  4 

Gather  informtion  ajud  make  studies  of  special  problems  relating 
to  the  employment  of  women  and  minors  on  the  following  subjects:^  Safe 
clothing,  weight  lifting,  hazardous  ocoupatioras , pregnant  women, 
reconversion  (placement  women  and  minors  in  work  hitherto  done  only 
by  men),  rest  periods,  hour  sshsdules,  food  facilities,  recreational 
facilities,  etc,  available  mimeographed  material. 

PURPOSE 

To  comply  »d.th  request  from  Secretary  of  Labor  and  Industry, 
Industrial  Board,  Ensployers,  Unions  and  the  general  public, 

REFERENCE 

S ■=  Administrative  Cod®  •=  Section  220? 

PERSONNEL 
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WAK  PERMITS 

ACTIVITY  PSRgQRtfED  NO,  5 

Isaua  and  mail  war  permits  for  TOinen  and  minors;  receive,  review 
and  checic  applications  for  legal  hours,  permitted  occupations,  and  union 
clearance  (if  bargaining  agent  is  involved)  and  forward  to  Secretary  of 
Labor  and  Industry  for  signature.  (Also  dene  in  Philadelphia  & Pittsburgh  offices) 

PURPOSE 

To  follow  procedure  established  by  Industrial  Board,  to  permit  certain 
variations  permtted  by  wartime  amendments. 

REFERENCE 

S - IVoraan's  Law,  Act  A66,  1913,  P.  L.  1024, 

Sections  3,  4,  5 and  7 

PERSONNEL 

2 F 


INVESTIGATIONS 
ACTIVITY  PERFORMED  NO.  6 

Investigate  complaints  on  hour  violations  of  the  Woman’s  Law  and 
Child  La-bor  Lawc  Make  regular  and  special  investigations  of  all  establish- 
ments where  women  and  minora  are  employed  to  enforce  legal  work  hours. 
Interview  employes  as  to  hours  worked,  check  posting  of  Abstract  of  law 
and  Schedule  of  Hours,  issue  orders  to  correct  violations  and  check  on 
these  warnings,  attend  office  hearings;  investigate  need  for  variations 
requested  due  to  nortime  production  requirements;  prosecute  when  necessary 
before  magistrate.  Prepare  daily  reports. 

NOTE:  This  work  also  done  by  Pliiladsiphia  and  Pittsburgh  offices. 


PURPOSE 

To  determine  if  violations  exist  and  to  take  proper  measures  for 
correction  as  provided  by  law. 

REFERENCE 

S - Woman’s  Law,  Act  466,  1913,  P-  L.  1024  - Section  16 
Cldld  labor  Law,  Act  177,  1915,  I*o  286,  Section  24 
R - Regulations  Governing  Hours  Provisions  of  the  Woman’s  Law, 

PERSONNEL 
14  P 


MINBflm  WAGE 
ACTIVITY  PERFORMED  NO.  7 

Receive  petitions  requesting  & wage  order  for  a particular  industry 
and  check  the  signatures  of  the  signers  of  the  petition  to  determine 
compliance  with  the  law. 
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To  make  wage  studiesj  to  check  payroll  racorda  for  hours  of 
workj  for  rates  of  pay^  for  a uniforn  p^rlodj  yisit  homes  of  wor^era 
especially  -where  racoi'ds  are  not  kept  at  place  of  eu^loyment. 

NOTE;  This  work  also  done  by  Philadelphia  & Pittsburgh  offices. 


PURPOSE 

To  establish  a minim'in  urage  in  the  industry  which  will  protect 
all  employes  in  the  industry  but  especially  those  who  are  not,  as  a 
class,  on  a level  of  equality  in  bargaining  vlth  their  employers  in 
regard  to  minimum  fair  wage  standards. 

REFERENCE 

S ” Minimum  Wage  Law,  Act  24^,  1937  P.  I*  917  (Section  4) 
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DSPAETMENT  OF  LABOR  AI^D  INDUSTRY 


PRIVATE  EMPLOYMENT  AGENCY  LICENSES 


ACTIVm  PERFOfmED  NO.  1 

Licansing.  Issuing  licenses  to  eraplo^Tnent  agencies  coming  under 
three  classifications.  'OV'  Domestic  and  Industrial  help.  "B"  Commercial, 
Teachers,  Professional  and  Nurses.  Theatrical  Booking  Agencies.  Fee 

$100.00  annually. 

PURPOSE 

To  establish  control  over  the  operation  of  fee-charging  employment 
agencies  in  the  Comsonvjealth  of  Perxsylvania}  to  insure  equality  of  rates 
charged,  to  prs'vent  racket oering  in  this  pa.rticular  field,  to  promote 
confidence  to  those  seeking  pos5.tions  through  the  nusdium  of  properly 
conducted  agencies. 

REFERENCE 

S - Act  261,  7=31“U 
Section  10-4 


ACTIVITY  PEidi'QRJJED  NO.  2 

The  following  duties  are  performed  by  each  investigator  in  the 
following  office:  Philadelphia,  3,  Pittsburgh  2,  Harrisburg,  1, 
Scranton  1. 

Investigational . 


PURPOSE 

A tri-mont}ily  inspection  of  all  licensed  agencies  operated  throughout 
the  state  to  keep  a thorough  check  on  the  legality  of  contracts  issued,  that 
commissions  are  held  in  line  with  those  approved  for  each  agency  at  time  of 
application  for  license. 

REFERENCE 

S - Act  261,  7-31'-41 
Section  27 


ACTIVITY  PERFORMED  NO.  3 

Conferences  iM-.de  with  Better  Business  Bureaus,  Organizations 
regarding  policy  and  Regulation.  (Not  performed  in  field  offices) 


19- 


PURPOSE 

Conferences  are  held  per-3-odic;a«ll7  ^fith  Better  Business  Bureaus, 
Chamber  of  Co;nmercn,  State  and  Katixiial  repreaontativea  of  Musicians 
and  Entertainment  Unions,  State  Organisation  representatives  of 
Commercial  Agencies,  Nui'-ses  Associations  for  the  discussion  of  policy 
and  practice  regulating  such  agencies  in  conjunction  with  private 
employment  agencies. 

REFERENCE 

0 


ACTIVITY  PERFORMED  NO.  k 

Transmittal  of  Revenue  in  Fines  and  Fees, 
(Not  performed  in  Field  Offices) 


PURPOSE 

Maintain  file  of  semi-weeKly  reports  of  all  revenue  received  and 
transmitted  to  Comptroller’s  Office.  Form  RTG«2a  covers  licensee’s  name 
and  address.  No,  of  license,  cost  of  license  and  classification,  Separate 
2^©ports  for  funds  121204  fir.d  121212,  Also,  Summary  Income  sheet  maintained 
showing  accumulated  revenue  to  date, 

REFERENCE 

S - Act  261  7“ 31-41 
Section  30 


PERSONNEL 

9 P 


OF  LA.S0.H  AND  INDUSTRY 


PMN3YLV■/U^aA  LABOR  RELATIONS  BOARD 


ACTIVITY  PS-lgOHMED  NO.  1 

As  a special  mirddtrj  aisigned  to  the  study  and  solution  of 
employer-employe  problems,  the  Pennsyl\'Enia  Labor  Relations  Board 
seeks  the  collaboration  of  capital  and  l.abor.  The  types  of  cases 
handled  are  Charges  of  unfair  3.Abor  practices  and  Petitions  request- 
ing  investigation  and  certification  of  representatives.  The  Penn- 
sylvania, Labor  Pi.©la lions  Board  detormjjios  ether  ohargQB  filed 
against  eiriployers  or  employes  constitute  unfair  labor  prvactices, 
and  in  correction  therevrith  the  Board  authoriaee  the  conducting  of 
hearings,  oral  arguments  and  elections  thjoiighout  the  state  of  Penn- 
sylvania to  ascertain  the  proper  representatives  of  employes  for  the 
purposes  of  collective  bargaining. 

PURI^QSE 

Administration  of  the  Pennsylvania  Labor  Relationa  Act. 
REF?liENCE 

S-Pennsylvariia  Labor  Relations  Act 
P.  Lo  n68.  Act  No.  294 


PERSQNIiEL 
19  F 


ACTIVITY  PERFOFJiED  NO.  2 

Supervising  Pittsbui'gh  Regional  Office  of  the  Pennsylvania  Labor 
Relations  Board,  which  embracec  24  western  cou-aties.  Upon  request, 
furnishing  information  to  unions  and  employers  concerning  the  Pennsyl- 
vania Labor  Relations  Act  >and  the  correct  procedure  to  follow  on  same. 
Conducting- hearings  as  Trial  E»Affiiner  tTiroughout  the  state.  Submitting 
preliminary  reports  on  hearings  to  the  Boctrd.  Subraitting  drafts  of 
Decisions  and  Orders  to  Efc>ard  for  approval. 

PURPOSE 

Administration  of  the  Pennsylvcnia  Labor  Relations  Act. 

R£.FEHia?CE 

S-Pennsylvania  Labor  Relations  Act 
P.  Lo  1168,  Act  Moo  294 


PERSONNEL 

4 P 
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ACTIVITY  PERFCAlfflD  NO.  3 

Supervising  Philadelphia  Regionai  Offic®  of  the  Pennsylvania 
Ls.bor  Relations  Boards  tvi'u.ch  eiiibraces  five  large  eastern  countias. 

Upon  request,  furnish inforjnation  to  ui'iions  and  employars 
concerning  the  Ponnsylvaxiia  Labor  Relations  Act  and  the  correct 
procedui’e  to  follov/  on  same. 

Conducting  hearings  as  Triei  Excaisin^r  throughout  the  state. 
Submitting  preliminary  reports  on  hearings  to  the  Board. 
Submitting  drafts  of  Deci-sions  and  Orders  to  Board  for  approval, 

PURPOSE 

Adrainistration  of  the  Primasylverjia  Labor  Relations  Act. 
REFERSMCE 

S - Pennsylvcwiia  Labor  Relations  Act 
P.  L.  1168,  Act  Ho.  294 

PERSONNEL 


■22- 


3- 


DH.PART}ffi:^IT  OF  T4AEOR  Ai'®  INDUSTRY 


GQ?^PB1®ATIQK  ^ 


BOARD 


ACTIVITY  PERP’OBIRD  ?®.  1 
Hearing  arguments. 

Study  of  briefs  and  research  of 
Rendering  cpirJ.ons. 

PURPOSE 

Compliance  with  State  Lav/. 


REFERENCE 

S - The  ifor.«jp.en ' s Compensation  Act  of  1915  as  amended. 

Secs.  402  to  503 5 inclusive. 

S ~ The  AorKmen’s  Occupational  Disease  Corapansation  Act 

of  June  21.  1939,  P.  L.  566^  Secs.  403  to  501,  inclusive. 


PERSONNEL 

Office  Locations 
Chairi?.an. , Philadelphia^ 
Member,  Scranton,  Pa. 
Member , Pit  t sburgh , Pa . 


ACTIVITY  PERFORMED  MO.  2 
Receiving  appeals. 


PURPOSE 

^*0  obtain  records  from  Petition  Division.  Ac,tnov?lsdge  receipt  of 
appeal  and  send  eopj"  to  adverse  party.  Request  referee  to  furnish  testi' 
mony  in  connection  ’*?ith  caco.  A,ppcin\i;ig  cc^unsal  when  c.liimant  is  not 

represented. 


ACTIVITY  PERFOPliED  NO.  3 

Docketing  appeals,  coirmiutations,  court  appeals,  rehearing  petitions, 
physical  examinations  and  counsel  fee. 

PURPOSE 

To  keep  a complete  record  of  all  proceedings  for  the  convenience  of 
the  Secretary  and  the  Board. 
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ACTIV;[TY_.PEIlFOI^cED  NO,  4 

Certificatiori  « .r.g.'.-'eiempnts,  opl'x-.oas .)  claim  petitions  aiid 
referae’s  decisxon. 


PURPOSE 

To.anter  juclg;aent  arid  further  procet (jlngs. 


ACTIVITY  PEilFQRhSD  NO.  5 

Calculati-O:!  of  compensation  and,  iritcTcst  due  on  Board,  and  refereaa 
avmrd  aj.so  coromutations  granted. 


PURPOSE 

To  all  parties  of  record  a correct  ca].culation  of  compensa- 

tion on  awards  and  coOTnutaticns  gra>ntcd. 


reference 


S 


The  iyor^cmev}.  ’ a Go'apensation  Act  of  19.15 
as  amended  Sections  kZ3'^li2k'-k2^ 


ACTIVITY  PERFOmiSD  NO.  6 
Adcdni  str  at  i.ve . 

PURPOSE 

To 

telephone 

RiSFERENCS 
0 


PER3CMNEL 
13  F 


.C>RKMEN^3  COEFENS-rkTIOS^  REFBRJ^ 

ACTIVITY  PERFORMED^  ^:Qr  7 

Entering  assigned  compensation  claj.jrivS  in  perxnenent  record  bookj 
making  file  for  er?„eh  clair:’.;  iiiaid,ng  3 index  c;srds  for  each  filej  filing 
claims  in  nmerical  order;  filing  index  cards. 

PURd^QSE 

To  mintain  a permanent  record,  and  to  facilitate  the  location  of 
i.ndividuai  fil©vS. 


perform  gonc-ral  office  suporxclsicn.  Receiving  cla'iiaants,  attorneys, 

n-:d  assisting  c-lairaant's  to 


ca 


■•Is,  administ 


c^. 


oaths 


fx 


le  appeals. 
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ACTiyXVY  PEIlFQR^jl^iD  NO.  8 

C ondu c t. in e o nip  ans  s-t ion 
interrogation  of  tin  wrinn-sssa 
is  net  represented  bp  scuirel} 
objections^  etc. 


h:-orings,  v/hicli  neceaai’:  ates  the 
i;.'  the  event  cl-.\:'jacint  cr  defendant 
sve-ir-r’C  of  vltnesoeCj  ruling  or. 


PUf^QSE 

To  secure  the  test.i.monj 


the  rarious 


viitno&seo. 


REFEMCS 

0 •'  Ee.t'ei-ees  a}.)point0d  bj  Secret.firp  of 
accorcMrig  to  Ac.t  cf  ipril  9,  1929; 


Labor  and  Indus  br^' 
P.  L,  177. 


ACTIVITY  PZDi^OmCBD^  MQ^.  9 

Interviei'd.ng  the  publi 
consulting  nith  and  sid/iring 


cc.o'jernilng  cenponsation 
injured  wcrlciien^  eiiip2,cyor 


matters; 

, insurance 


adjustors  a^iu  attorneys  in  GOj'ipsnsation  litigation;  filing  petitions 
for  injured  workir.sn;  filing  a.iE 
and  adrainisterijig  jii'fidavitSo 


rs  for  defencl.an.ts  and  cl.aimants, 


FUFJ'OSE 

To  furnish  requested  i.rCor'.i;:.at 
to  the  Refer  30  for  deterirdnation. 


.sri.  end  to  -subinit  contested  cla5.Jtis 


FERSONKEL 


1st 

District 

Fhi.l.'idelphia 

eiriplpyaa 

Ist 

Dist.ric.t. 

s 'nilad'dph!‘.& 

i, 

enployes 

ist 

District 

Philadelphia 

5 

eiipiLoye.i 

2nd 

District 

V/ilkes-Earre 

b 

employe 1 

3rd 

District 

Scr  ant  Oil 

employes 

4th 

District 

Lancaster 

4 

employes 

5 th 

District 

Pottsville 

c 

eirployes 

7th 

District 

Johns! 

5 

ejiraloye.s 

8th 

District 

Pittsburgh 

4 

empiloyes 

8th 

District 

Pittsburgh 

k 

employes 

8th 

District 

F.ittsburgh 

5 

employes 

9th 

District 

Greensbm’g 

5 

oraployes 

10-bh 

District 

nfarreji 

3 

employes 

3ath 

Dist.rict 

Pittsburgh 

4 

employes 
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burh;au  of  v^’qrk *5  ccaipaNSATiaM 

ADMMISTRATIVE 
ACTIVITY  PSHFORLIED  NO.  I 

Exajidne  Accident  Reports. 


PURPOSE 

To  ascertain  whether  or  not  Agreements  have  been  received,  and  if 
not,  request  Agreeiients  from  Insurance  Carrier  to  ascertain  if  rejections 
were  served  at  proper  time. 

RSFEREUCE 

R - To  expedite  the  adjrJ.nistration  of  Pa,  I'/orkmen * s Compensation 
Act  of  1915 j Act  333,  as  enacted  and  amended  by  others. 

S “ Pamphlet  Law  736-281-2S4  and  Aiaendments 


ACTIVITY  PERFORMED  UP.  2 
Correspondence. 

PURPOSE 

To  advise  injured  Esiiployos  or  dependents  of  their  rights  under  the 
rtorKmen’s  Compensation  Act. 


REFEltETjCE 

R - Departmental  requirement 
Special  Bulletin  No.  28 


ACTIVITY  Pa{FOIi:.:ED  NO.  3 

Interviewing  Claimarits. 


PURPOSE 

To  interview  claimants  who  call  at  the  office  for  information  or 
advice  concerning  their  rights  under  the  Workmen's  Compensation  Act. 

REFEtiEIjCE 

R “ Departmental  requireanent 
Special  Bulletin  No,  28 


PERSONNEL 

A F 
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ACCIDM^T  REPORTING 
CODING  AlJp'sfmSTICAL 
ACTIVITY  PERFOR^AEO  KO'f  4 

Transferring  Betad,led  Information  froia  Accident  Reports  to  Code 
Numbers,  by  use  of  the  He:Lnrich  Cause  Coda. 

PURPOSE 

To  make  a .complete  analysis  of  the  accident  reports  submitted  to 
the  Bureau  of  .Vorkrcsn's  Compensation,  in  order  to  determine  the  agency 
which  is  the  object  most  closely  rel-ated  to  the  injury,  accident  type, 
unsafe  act,  and  location  of  iiijury,  etCo,  to  be  uss'i  for  the  purpose  of 
accident  prevention. 

REFEIiSNCE 

R - Departmental  requirement 
Special  Bulletin  No.  2B 


PERSOh'KEL 

12  F 


ACCIDENT  REPORTING  - OPEN  FILING 

ACTIVITY  PERFORMED  HQ.  5 

iVnen  agreements  are  a-pproved  and  same  rrade  into  cases,  they  are 
filed  in  Active  File  nuraerically  'until  terminated  by  final  settlement 
receipt,  or  Petition  to  Terminate. 

PURPOSE 

To  maintain  files  for  all  Open  or  Pending  Cases  since  the  enactment 
of  the  il^orfunen’s  Compensation  Law. 


REFSRFIICE 

R ~ Departmerital  requirement. 

PERSONNEL 

3 F 


ACCIDET^T  Ria^ORTING  - INDEX  FILING 

ACTIVITY  PERFORMED  ?40.  6 

File"  all  accident  reports  nurisricaily,  after  they  are  properly 
coded.  Stamp  all  co:npeiisation  agreements  as  they  ai'e  received  in  the 
Bureau,  the  date  they  are  received,  and  work  them  over  the  Permanent 
Index  Files  and  pull  accident  report  according  to  case  number  on  agreement. 

PURPOSE 

To  maintain  a file  for  the  accident  report  to  await  the  receipt  of 
a coiiqpensation  agreement  for  the  purpose  of  madcing  up  folders  for  the 
agreement  approve],  section. 
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S ~ Act  '33-  Juao  1931; j s.3  enacted  av.ci.  -.^ccnded  by  others. 


PEKSOr^I^EL 


ii  F 


ACCIDENT  Rii:PQRTIN9  - CLOSED  Fli^ 

pTivrrr  perfoMU' koT'? 

File  ail  ecces  that  hav3  been  closed  on  final  receipts  nu:  ceric  ally, 
according  to  cla3&Lricatio:?_,  nuch  Fatal_,  I'ernanent  Diaebility,  and 
Teni>o.rary  Total  Disability. 


PURi-'OS.a 

To  rniidntain  an  inactiye  closed  file  for  Brrssu  Records. 
RSFBRjg'IC'S 

R " Dspartncntcl  rsquironien-t . 

P,ERSOKIIEL 
1 F 


ACCIPPT  PFPOm'JG  “ HBGKIPT 
ACTIVITY~  P^ORtf^^„.  3 

I’aintainiriy  Int  eroediate  Rcceiv’t  .Fi.Ic  by  crSsc  nuiaber. 

PURPOSE 

To  verify  receipts  Xilod  to  cscertcin  jvhethsr  payments  are  being 
made  bo  claiinaTitG  in.  accordar:ca  wc-th  Agc^eemsnts  or  Aviards. 

RSFFREtICE 

E “ Deps.rbmental  requirenent 
Special  Bulletin  No.  P.B 


PEHSOUmi 


ACCIDIi^T  REPCRTING  - INDEX 
ACTIVITY  P5iiFGm:¥D  MO.  9 *’ 

Indeo:  in  duplicate  accoroi.ng  to  the  Bureau  file  number,  en^jloyar, 
emplcye,  date  of  accident,  date  received  in  Pu'ccrru,  arid,  codo  number  of 
specified  insurance  company.  Such  report  is  also  cross-indexed  according 
to  the  o.r2ploye,  dote  of  accident,  er.ployer  and  Birrcau  file  number.  The 
duplicate  index  cax’d  is  made  for  bhe  purpose  of  noti.fying  the  various 
insurance  conpan.ie.s  of  each  accident  of  itc  assured  tliat  is  reported  to 
the  Eurea.n.  They  ore  sap..ai'ated  aincl  raij.ed  bo  the  various  insurance  companies. 
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puHPOsa 

To  irmntain  a p?v:r’j/an.'?<  i v^usvi-ial  ; 
.for  filing  purpcaos. 

REPSHETJCF. 

7i  --  DspartiTiental  requiro.Morif^:; 

3peaia].  Bullatizi  Mo,>  28 

PFRi^OKMEL 

cj-p 


oC  ev'.plr/er  enu  .’np 


APPROV^J. 

ApIvlTt  PERP0F1.'ED  J0._  10 

Compensation  .Agroon-onts  corerlng  lost  timo  duo 
to  Industrial.  Acoldonts^  exocutod  botv;oon  Jnsur-anoe  Garrior  and  injured 
employe . 

PUHF-0S.S 

"“To  check  agroaments  against  Oioployer-u  report  of  injury  to  ascertain 
whether  they  are  executed  5.n  acparia;.oe  vvith.  tic  provieions  of  Article  III 
of  the  'Eforknien’a  Compe.noution  Act^  Ko.  281. 


REFEREJ^CE 


CA 


Ai-ticle  III  - Act  ho.  338,  Pscupklet  l&iv  736, 
as  enccted  and  a.Tiended,  by  others. 


PEHSONm 
7 F 


PETITION  DIVISION 
ACTWITI.PEl^^.S^iJQ^.ll 

Rseexvang  ancl  propS-ring  all  tjdi'.ii.rssn.k;.  oompeuss  tlon  petitiens  loi 
assignmerit  to  referees. 

PUPP08E 


“Assisting  in  the  administration  of  the  pro'uieioas  of  the  Pennsylvania 
u'orkmc.a * s Compensation  Act. 


ACTIVITY  PERF^  5^. JQ,,_  12 

.Assignment  of  petitions. 

PURPOSE 

"To  schedule  and  hold  hearlnrs  to 
the  clalnivS  .are  compensable. 


datermins  if,  and  to  what  extent. 
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ACTmTY  NO,  13 

Pccaiviag  6,.nd  uiapooir*:,^  of  (laciaior c.  fro;..  refsrees. 


I'UFJOSE 


To  coiifora  'ift'ith  prov'.sioi'js  of  tht  ■.'/c:.". jnon  ’ 3 Cc;.\pensat.lor‘  Act. 


ACTIVITY  Ik 

G-enerai  Office  activities. 


PUEPOSS 

Answoriag  inquiries  as  to  status  of  ■.‘■"i.erc.ver  riocessary 

■i^riting  for  coicpletion  of  petitions  as  to  s.lg!:iatai'os^  affidavita,  etc. 


REFEREThCS 

S Pannsyivania  l^brisroea ' s Compensation  Act  of  191> 

FSR3Q?riJEL 
8 F 


ADJUST JJjG  - llAMaBUPq^Apv:^KTKATm 
jGTivrri  mFoa-Fo  ho.  13  ^ 

This  is  the  persc:..ul  contact  rith  the  public  Luiit  cUid  in  addition 
to  the  regular  routiaa  V;Oi‘k^  uuKos  special  investigations  at  the  direction 
of  the  V/oricraen’s  Corperusation  Bcc..r-d<,  the  Director  of  the  i/oricuen ' s Coinpen- 
sati.on  Eua'saii  and  the  rirector  of  Occupational  Oisoase,  The  personnel  of  tiie 
division  contacts  the  courtj  oiiiplcyer.  eurploye,  insurance  c-arrioap,  ftldow  and 
qninor  children  of  doceo.ncd  ainployccj  clalvjants^  trust  officers^  soLf~insure.rs 
child  aid.  societies  r^rphanagoC;,  hospitals,  doctorsj  lawyers,  bar;'-;.ars, 
realtors,  and  such  others  ••ihose  irforicutior'  tnight  be  of  value  to  the  Bureau 
or  Board. 

PURPOSE 

To  enforce  the  coi,spi.’lsory  provisions  of  ti:u?  Workmen 's  Conipeneation 
Act.  To  assist  the  publi..c  in  filim\g  end  pi'rp.nring  all  types  of  petitions 
fo2’  the  yononea^e  Corm.pen&ation  Board.  To  contact  the  puhj.ic  in  al..L  aiatters 
relenting  to  t,he  ilfor'i-ase):f  s Corapencnt.icn  Bureau.  To  i.nvastigute  ail  petitions 
assigned  by  the  yoiU'.rrien ■ s Comp ens-. lion  Board. 

REFEHETjCS 

S •”  AiCt  jjB  - AvCt  of  Juno  2,  iyif  (P.  L.  73^)?  as  reenacted 
aiid  amended  by  Act  of  June  ij.,  1937  (P-  b.  155'2),  further 
reenacted  and  amended.  • 

S ” .Act  264  ~ Occupational  Disease  Act. 

S “ Act  177;  May  13;  3.933,  P.  li.  286  as  amended. 

S Act  408,  P.  .L.  &i3,  as  amended  by  Act  19,  March  10, 

1937,  P'.  L.  56. 


ACTIVITjC  rEjiFORMSD  • :o.  16 

Thil  Central  pr'’>;,:ar.;  - :•  .1  e-:rr'^  Co 

the  branch  offices  or  dlroc':.  to  tiio  hCjoit.=  r:.  and  -lorr..  'Oll  v,C' 

the  varioae  departniento  upon  return.  It  fi,  corl'ortn^  eV\ 

records  of  caooe  under  inYe3tii^atlon  ■ ar.d  tc  vvhoi'.  and  uhen  h.^r-wh 
Prepares  or  approves  all  rc:ii:ioitior!3  for  supp'-ioo.  pi  coI'''c  - ‘■■  po-:;: 

accounts  fox'  op^proval^  records  the  activitp  and  tt-i"'  of  all  perueme?.^ 
prepares  axid,  a monthly  average  of  tvro  thousand  j.ette:~s  and  rotnr-n 

cards  to  lap^>ed  insunaiice  policy  hollers.  Maintains  an  elph?.hotj.ce..i.  In', 
bp  counties  and  aoKnoniodges  all  ccinespondoncG  portninirip  to  insurance 
coverage  a.ad  reports  fiadinys  to  tho  Pc;nnxyl70Mic  Cec;^sns''ti.or:  Rstjrg 
and  Inspection  Bureau^  Fhilc.dej.pbia^  Pa. 


PUKPOSS 


To  ad,m.inis«cvc  the  orcrii  of  the  clivisi.on. 
of  the  personnel.  Tc  plan  and  cocrdincto  the 
To  render  overy  assistance  tc  the  public  end  to 
ds^signetod  aathoritioo  vl3.  clnims  and  petitiono 


To  o..n : ^■int  ')z\d.  the  c::ti''itic? 
riovs  functions  cf  too  -M-'t'd 
propero  and  po'csont  to  the 
or.  the  earliest  pcssiMs  dr.tu 


RiaFmxSJsjCS 

*"  8 - .Ad;ainistrutivo  poli.cy. 
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ADJUSTIKa  ~ PnlLADSLPHlA 
ACWITf'PERFOkl.^'^NCr  i??"" 

"‘R^eiYO  airassigron^^nts  from  the  :o,otral  Office  gtuI  retiirn  vritb  report 
of  investigation.  Forag’d  dsllp'  reports  of  aotiYitlss  :dth  oopeuses  ircurv  vd 
Mtiintain  said,  return  a rfselvly  attoadnuico  r*cpc.>.'t.  Forwai'd  n.onth.I^v'’ 
accounts  and  activitp  reports.  Advise  the  public  on  all  *mtt?^rs  covered  by 
the  Pennsylvariia  V.'Oi‘-r-.on’ a Conponsution  Act.  Assist  clairisnts  in  filing  varic 
types  of  potititens  and  administer  oaths  and  affidavits  xfithout  cherge. 


PllRPO^ 

””  ' The  Distx’ict  Offices  are  located  in  the  heavy  industrial  areas  of  the 
St. ate  for  the  convenience  of  the  public. 


HK-FK8Eh^GE 

R - -Acluiniatrative  policy* 


ACTIVITY  PERg’ORElEU  HG.  IS 
Fie  Id  Ad ,3  u s t <?,r-  b . 

a.  CorreiJpond.ence  and 

b.  In¥3stigntions« 


pum-osE 

To  acq»>ai;'it  tha  Genlral  ’rrth  t''e  dailj  activity  of  the 

Adjuster.  To  ©xchargo  and  ;.:;).5ti'action3  in  ordar  to  perfor.’n 

the  duties  of  ths  EurcLiit  -lo  th>.,3  Ivisl  adva:itiiy;e  to  the  public  and  promote 
econon'y  in  manage i tier- 1 . 


EEt7E£tEMCE 

H - Ad’nir.istret?lve  polic„. . 


PSP1>()MNEL 

Philadelphia  - 4.  F 
Pittsburgh  10  F 


INSURANCE  GOVBKAGE 
ACTIVITY  PERFoiki^'  NO  19, 

Ex/'.miniiig  the  fi.iian.oiai  statoriiaritu.  otc,  contained  in  the  application 
for  axeiuption  of  Po.iUioylv&nifi  employers  ander  the  ^VorKinen's  Compensation  Act 
and  the  Pernisylvania  Occ.'putaoncl  DiaeasQ  Act^  and  issuing  exemption  orders 
annually. 

PURPOSE 

To  ascertain  Khother  or  not  the  applicant  for  self-insurance  iray  have 
sufficient  financial  atrongth  to  vfarrs-nt  the  granting  of  exemption  from  the 
necessity  of  insuring  ihsrc  ro;;! -u  Co-T!])  jusatior:  liability  and  or  Occupational 
Disease  Liability, 

REFEREI'iCE 

S - Section  305  ef  the  ^Vorkmen’s  CciTsponsabion  Law, 

PERSONNEL 

3 F 
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OCCUPATIONAL  DISE^\5B 
ACTIVrn  PERFORMED  NQ,  20 

Payment,  of  ne'f!  corrpgnisation  claims. 
Payroorit  of  current  componsaticn. 


PUHPOSE 


Hequired  by  the  Auditor  General  v;ho 
produce  clainij  t’aat  claijn  is  according 

for  payment. 


requires  this  Department  to 
to  Law  and  properly  authorized 


liEFERENCE 

Appropriation  Act  512007 


ACTIVITY  PERFQRIvIED  NO.  21 

General  Office  activities. 


PUKPOSE 

An.s??ering  inquiries  as  to  status  of  claims.  Requesting  bills  from 
claimants  in  connection  with  hospital medical  and  funeral  awards » 
Disseminating  information  to  publi,c  concerning  Occupational  Disease  Act, 
etc. 


R5FERENGS 

H ~ Required,  by  Dape.rtment 


PERSONNEL 

4 F 


ACTIVITY  PERFQRilED  NO.  22 

Investigation  of  occupational  dieease  hazards  in  all  industries  in 
Pennsylvania  for  all  Divisions  of  the  Bureau  of  Inspection  and  all  requests 
through  the  Office  of  the  Secretary  from  both  labor  and  management. 

PURPOSE 

To  make  general  investigations,  collect  samples  of  hazardous  materials, 
liquids,  solid.s  and  gases,  and  to  iin.al.ys3s  of  same  at  the  chemical  laboratory 

maintained  by  the  Division  for  this  purpose,  end  to  present  reports  of  the  findings 
and  make  recommendations  fo.r  the  co.rrection  or  elimination  of  same. 

REFERENCE 

S ” Act  No®  284,  566  Po  L,  1939 

PERSONNEL 
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DEPAH'MiT  OP  LABOR  /»ND  II^DUSTRY 


BU.^AU  OF  R]SS£AR,CK  AND  INFORMATION 


ADMINISTRATIVE 
ACTIVITY  PERFORMED  MO.  1 

Determine  bureau  polici'^s  .and  enforce  departmental  orders  as 
transmitted  by  the  Dspartinent  Sern^atej*/,  Coordinate  work  with  other 
divisions,  bvu^eaus,  boards,  and  State  departments. 

PURPOSE 

To  disseminate  factual  information  o.ri  eJ.l  statistical  matters 
pertaining  to  labor  and  industry. 

REFERENCE 

E ~ Administrative  Code  - Article  /D(II 
PERSONNEL 

T*? 


DUPLICATING 

ACTIVITY  PEHFQRl§D^.NQ.  2 

Multigraphirig  numbers  on  -3rpro:daately  550,000  Bedding  and 
Upholstry  stomps  afioh  month  xOT  the  fiv.ision  of  Bedd.i;ig  und  Upholstry, 
Bureau  of  Inspection. 

Multigraph  appro.xi.matsly  50,0CK)  cards,  letters  and  forms. 

]£Lmeograph  appror^irrately  350,000  pages  of  reports,  letters,  etc. 

Cut  Elio  stencils  on  specia3>ly  built  typawTiter  for  use  on 
Addressograph  machine. 

PURPOSE 

To  supply  bureaus,  boar dr,  and  divisions  within  the  Department  with 
work  requisitioned  in  connection  rdth  their  particular  job. 

REFI-liENCS 

S - Paragraph  c,  Section  8,  P.  L.  249 

PERSONNEL 
8 FT 
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TAEJLATIKG 

ACTIVITY  PSHFOIilED  NQ>  3 

Soi't  s.nd  tab'ila't'a  statistics,  ifiro  plugboards,  prepare 
tabulating  card,  rorirs,  outline  table  fores,  prcps.rs  and  revise  codes, 
checK  and  proofread  tabulations. 


FURPOaE 

To  provide  the  various  bureaus  and  boards  within  the  Department 
with  statistical  data  arid  c3.asoifi cat  ,^0213  used  In  preparing  its  compre- 
hensive periodical  reporter,  studies,  ajid  surveys,  including  industrial 
accident  data  for  safety  and  aceidsrt  prsvanticn  rsgulatione,  and  Wopk- 
men’s  Compensation  Admini strati on  - Currant  .data  on  eorveys  and  research 
studies,  and  cooperate  in  special  turvayo  with  the  National  Safety  Congress, 

U.  S.  Bu.reau  of  La.bor  Statistic c and  the  Fhila.delpl'iia  Fedsral  Reserve  Bantt, 
Mav.0  special  brealdo'WnS  by  request  for  particular  data  such  as  those  occurring 
to  eyes,  or  a particiHar  part  of  the  bodyt 


ACTIVITY  PKHFOR?.aSD  NO.  U 

Punch  and  vsri-fy  data  trshsfarr^d  from  original  forms  and  do^cumantfcry 
in  code  to  tabulat.ing  cards  by  use  of  key  p\mc^  machine  and  kay  punch  verifier. 


PURPoas 

To  raaice  possible  tho  class;! 
information  by  mechanical  sortiag 


ficaticn  mid  analysis  of  original  documentary 
uni  tabulating  equipment. 


REFERENCE 

E - 
F - 


Adrtiinistrativvj  Code  - ./hr-fel®  IXIX,  Section  2204;  - ’'Statistics'*. 
Cooperative  arrangement  ?ath  the  U.  S.  Bureau  of  Labor 
Statistics,  contract  dated  about  December  1,  1937. 


PERSONNEL 


REPORTS 

ACTIVITY  PERFQRIffiD  NO.  5 

Prepare  monthly  and  arinually  relec-ses  on  accident  statistics  and 
amounts  of  compensation  paid,  and  distributed  to  a.  mailing  list  of 
approximately  500  interested  persons. 

PURPOSE 

To  promote  safety  in  industrial  plants  by  giving  factual  information 
on  type  and  cause  of  accidents.  This  information  is  given  vddespread 
circulation  to  Pennsylvania  manufacturers,  safety  directors,  colleges, 
schools,  and  governmental  agencies. 
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REFSREIiCE 

E - Adiflinistrative  Code 
"Statistics'* . 


Arti d-e  XITI,  Ssjction  2204s  ~ 


ACTIVITY  PERFORIvIED  MO.  6 

Mail  schedviies  to  a.pproxin'^teXy  300  muiiicipalitias  for  data  on 
buildin^i  activities.  ChecK  reports  against  card  file  when  received  in 
Bureau.  Prepare  montbi^  and  onnual!../  rej^easea  on  the  subject. 

PURPOSE 

Fui’iiish  contractors,  realtors,  architects  and  interested  persons 
with  current  building  inrcnaation. 


From  approxLsjately  1800  noh-aiaviufacturing  firms  reporting  each 
month  to  this  bureau  arsd  aanufactiiriiig  data  recei-ved  from  the  Philadelphia 
Federal  Reserve  Benk,  indexes  are  calculated  for  each  firm  reporting  and  a 
monthly  release  prepared  distributed  to  a mailing  list  of  approxiiaately 
350  interested  persons, 

PURPOSE 

Basis  for  wage  rate  studies  by  labor  unions,  government  officials, 
manufacturers,  and  Chambers  of  Com?!;,erce. 


REFlilRia^CE 

P - Cooperative  arrangement  vdth  the  U.  S.  Bureau  of  Labor 
Statistics. 


PERSONNEL 
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NEGRO  RESBIAHCH  AI^iD  PLA!^N.LNQ 
ACTIVITY  PERFORMED  HO. ""8 

Gather  industrial,  and  other  statistics  regarding  negroes. 


PURPOSE 

For  use  of  all  departinsrits  of  the  Commonwealth' s government. 


R£FERE^^CE 

R - Reorganisation  Plan  January  22,  1941* 


PERSONNEL 
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DEP^lfiTl^IEJ^T  OF  LABOR  AI'JD  L'^DUSTRI 


BUREAU  OF  REHABILITATION 


ACTIVITY  PEHFQRtvIED  NO.  1 

Direct,  coordinate,  and  supervise  the  program  of  vocational 
rehabilitation  thr-ough  central  and  district  offices.  Give  publicity 
to  program.  Establish  a?id  maintain  v^-orking  relations  with  other 
public  and  private  agencies  and  individu£*,ls . 


ACTIVITY  lERFQRLED  "'0.  2 

District  Offices 

Provide  counsel  arzd  advisemsnt,  arrange  for  physical  restoration, 
vocational  training,  and  other  services  needed  in  preparing  disabled 
persons  for  employment,  and  to  place  disabled  persons  in  employment. 

Give  publicity  to  the  prograjii  in  their  respective  territories.  Es- 
tablish working  relations  with  agencies  and  individuals  for  the  purpose 
of  locating  disabled  persons  in.  need  of  rehabilitation,  and  to  procure 
services  needed  in  rehabilitating  such  persons. 


ACTIVITY  PKRFOIitlED  NO.  3 

I/aintain  statistic^},  records  of  services  to  disabled  persons. 
Maintain  financial  records. 

MaKe  studies  and  investigations. 

SecretariaJ.  and  clerical  duties. 


PURIOSE 

For  the  purpose  of  vocationally  rehabilitating  physically  handicapped 
citizens  of  the  State  of  Pennsyivania. 


REFERS^]CE 

F - Public  Law  113,  Sec.  2 and  3 
S =■  Enabling  Act  No.  41B 
S - Acceptance  Act  No.  4 
S - Administrative  Code,  Sec.  1709. 


PERSONNEL 

Altoona 

DuBois 

Erie 

Harrisburg 

Philadelphia 

Pittsburgh 

Reading 

Wilites-Barra 


5 employes 

3 employes 

2 e.ruployes 

4 employes 
9 employes 
7 employes 
4 employes 

3 employes 
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DEPARmENT  OF  LABOR  AND  INDUSTRY 


UNEMPLQYlvffiNT  CO?iPSI'^SATIOM  BOARD  OF  RSVISW 


ADMINISTRATIVE 
ACTIVITY  PERFORMED  NO.  1 

Promu.lga'tion  of  Rul©s  c£  Procedure  £nd  Forimilatfion  of  Various  Forms 
Required  for  Processing  Appeals  Piled  with  the  Board  of  Review. 

PURPOSE 

Rules  of  Procedure  promulgated  bj  the  Board  set  forth  in  general 
terras  the  interpretation  of  those  provisions  of  the  Law  which  define  the 
duties  and  functions  of  the  Board  of  Rsview  and  establish  the  appeal  right 
of  individuals  elaiining  conpenaation  and  of  other  parties  who  may  become 
involved  in  a proceeding  under  the  Urioniployraent  Compensation  Law,  Said 
rules  serve  as  a guide  in  taking  appeals! , conducting  hearings,  establish- 
ing evidence  and,  in  a general  way,  for  disposing  of  appeals. 

REFERENCE 

S - Section  203  (d)  of  the  Unemployment  Corapengation  Law 

PERSONNEL 

13  F 


LEGAL 

ACTIVITY  PERFOFwMSD  NO.  2 

■ litigations  bvsfor®  the  ?eansyl.vsnia  Superior  Court,  wherein  the  , 

Boeird  of  Review  is  the  Defendant. 

PURPOSE  . . 

Under  the  Law  any  affected  party  may  appeal  from  a decision  of  the 

Board  of  Review  to  the  Pe.nneylvania  Superior  Court,  and  in  every  such 
appeal  the  Board  of  Review  is  the  defendant.  The  Board's  legal  staff 
prepares  the  nscessary  records  snd  files  such  records  with  the  court. 

The  legal  staff  also  represents  the  Board  before  the  court  at  the  time 
of  hearing, 

REFERENCE 

S - Section  510 
R - Rules  of  Procedure  No,  211 

PERSONNEL 
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RECORDING  AND  ROUTIIIG 
ACTIVITY  PERFORISED  NO.  3 

Assiijamant  of  Original  Appeals  to  Unejrpioymant  Compensation 
Referees  for  Hearing. 

PURPOSE 

In  order  to  insure  a fair  hearing  to  all  parties  involved  in  a 
proceeding,  the  Law  provides  for  a Referee  system  vriiich  operates  through- 
out the  State  of  Pennsylvania.  Affected  parties  are  thus  enabled  to 
attend  hearings  at  convenient  locations  which  would  otherwise  be 
impossible  because  of  the  distance  from  their  residence  to  the  office 
of  the  Board  of  Review.  Thus,  a system  of  assignment  of  all  appeals 
filed  in  the  local  employment  office  which  are  transmitted  to  the  Board, 
has  been  devised  whereby  an  appeal  is  assigned  to  the  Referee  who  serves 
the  area  wherein  the  decision  appealed  from  was  issued,  which  ordinarily 
is  near  the  residence  of  the  parties  involved, 

REFERENCE 

S “ Section  502  of  th©  Unemployment  Compensation  Law 
R - Procedure  of  the  Board  of  Review  No,  103 


ACTIVITY  PERFORMED  NO,  4 

Filing,  Preparation  and  Transmission  cf  Further  Appeals  Taken  from 
Decisions  of  the  Referees. 

PURPOSE 

The  Unemployment  Coinpetisaticn  I^.w  provides  foi'  a right  of  further 
appeal  from  a decision  of  the  Referee.  Such  appeals  may  be  filed  in  the 
local  office  or  directly  with  the  Board  of  Review.  A further  appeal 
received  is  notice  from  th©  appailent  that  a review  of  th©  Referee’s 
decision  is  desired  and  it  is,  therefore,  proiiT’tly  recorded  and  scheduled 
for  hearing  so  that  same  may  be  disposed  of  without  delay . 


REFERENCE 

S - Section  502 
R “ Rules  of  Procedure  No,  109 


PERSOL^NEL 
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REVIEW  mp  APPROVAL 
ACTIVITY  PERFQRllED  NO.  5 

Review  oT  Referees’  Decisions  Subciitted  to  Soard  of  Review* 


PURPOSE 

Decisions  rendered  by  Referees  are  suhnittad  to  the  Review  and 
Approval  Unit  of  the  Board  of  Review,  before  release.  They  are  reviewed 
in  order  to  insure  correctness  in  form^  content  and  consistency  with  the 
Law,  Rules  of  Procedure  and  precedent*  Also,  those  cases  decided  by  the 
Referees,  wherein  it  appears  that  the  Hoard  lasy  rd-sh  to  review  on  its 
own  motion  the  decision  of  tha  Roferaa,  are  drawn  to  the  attention  of 
the  Board. 

REFERENCE 

S - Sectd.on  502  of  the  Unemployment  Coiapensation  Law 
R “ Rules  of  Procediire  of  the  Board  of  Review  No.  201 

PER50HNSL 
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DIGEST  AND  ANNOTATION 
ACTIVITY  PERFORMED  NQ.  6 

Preparation  of  Analysis  of  Cases  Prior  to  the  Date  of  Hearing  before 
the  Board  of  Review, 

PURPOSE 

An  aiialyais  gutiinoe  briefly  each  etep  the  case  history  up  to  and 
including  the  appeal  to  the  Bcai’d.  It  points  out  the  issues  that  the  Board 
must  decide  and  it  shows  all  discrepaiioies  in  the  existing  records.  The 
analysis  is  also  used  in  checicing  necessary  dates  and  detailed  information 
which  is  used  in  drafting  the  decision  of  the  Board. 

REFERENCE 

0 

PERSONNEL 
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REFEREE  OFFICES 
ACTIVITY  PERFORMED  NQ.  7 

Scheduling  Hearings  by  the  Unemployment  Compensation  Referees. 
Conduct  of  Hearings  Unemployment  Compensation  Referees. 
Preparation  of  Decisions  by  Unemployment  Compensation  Referees 
and  Submission  of  Decisions  tC’  the  Board  of  Review. 
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PURPOSE 

RefaroQ  givas  ad¥cyriica  notice  of  hearing  in  order  that  all  parties 
involved  may  have  sufficient  time  to  prepare  themselves  for  the  proper 
presentation  of  their  caaso 

Hearings  are  conducted  by  Referees  for  the  purpose  of  obtaining 
the  testimony  from  all  parties  involved  and.  admitting  into  tho^reco^^ 
other  cou^etent  evidence  which  may  be  .arterial  to  th®  proper  disposition 
of  an  appeal, 

Conplying  with  the  provisions  of  the  requiring  that  a decision 

of  the  Bureau  which  ma  appealed,  be  affirmed,  reversed  or  modified,  the 
Referee  prepares  a decision  and  thereby  passes  upon  the  appeal  filed  and 
allows  or  disallows  conq^ansation.  Decision  is  then  forwarded  to  the  Board 
of  Review. 

REFERENCE 

S Sections  203  (®)  ^ 502 
R --  Rules  of  Procedure  Nos,  105,  106  & 107 

PERSONNEL 


Office 

Referees 

Other  Personnel 

Pittsburgh 

1 

4 

Pittsburgh 

1 

3 

St.  Marys 

1 

1 

Scranton 

1 

2 

Wilkes-Barre 

1 

4 

Philadelphia 

1 

2 

P i Axi-ad®  ip  h xa 

1 

2 

Harrxsburg 

X 

3 

W&yi'iesburg 

1 
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DEPARTHENT  0?  LABOR  AJID  INDUSTRY 


BUREAU  OF  EMI^LQ'H^SNT  -W)  UKSMPLOYJjQn''  COMPENSATION 


EXECUTIVE  DIRECTOR’S  OFFICE 
ACTIVITY  PERFORMED  NO.  1 

Maintains  supervision  ever  the  operating  functions  including  the 
Benefit  Payment  Section,  the  Accounting  Section,  and  the  Field  Accounting 
Service  together  with  the  following  Staff  functions,  the  officials  of 
which  report  and  are  directly’-  responsible  to  the  Executive  Director  as 
follows:  Fiscal  Control  Section,  Standards,  liethods  and  Planning  Section, 
Research  and  Statistics  Section,  Personnel  Section,  Training  Section, 

Public  Infornation  Section,  Office  Management  Section  and  Legal  Section, 
except  that  the  Special  Deputy  Attorney  General  assigned  to  the  Bureau  by 
the  Attorney  General  reports  directly  to  the  Attorney  General  and  is 
responsible  for  all  legal  work  perforiaed  for  the  administrators  of  the 
Bureau  under  the  functional  supervision  of  the  Attorney  General o 

PURPOSE 

To  meet  the  requireiaarts  of  the  Unemployment  Compensation  Law  of 
Pennsylvania,  its  amendments  and  supplemsnts  whereby  there  is  established 
a system  of  Unemploimient  CoiT^^onsation  to  be  administered  by  the  Department 
of  Labor  and  Industry  and,  its  existing  end  newly  created  agencies  with 
personnel  (with  certain  exceptions)  selected  on  a civil  service  basis; 
requiring  employers  to  keep  records  and  make  reports,  and  certain  employers 
to  pay  contributions  based  on  payroJ-ls  to  provide  moneys  for  the  payment  of 
compensation  to  certain  unemployed  persons;  providing  procedure  and  adminis- 
trative  details  for  the  detsr/rlnation,  payment  and  collection  of  such  contri- 
butions and  ths  payment  of  such  compensation;  providing  for  cooperation  with 
the  Federal  Government  and  its  agencies;  creating  certain  special  funds  in 
the  custody  of  the  State  Trafisurar;  and  prescribtiig  penalties. 

REFERENCE 

Act  of  Assembly  approved  Dacembor  5,  1936  (Act  Noo  1)  and  its  amend- 
ments and  supplements. 

The  "Civil  Service  Act"  being  A.et  No,  2S6  as  approved  August  5>  1941, 
its  amendments  and  supplements  wherein  by  Section  3 (d)  (1)  "the  person 
appointed  to  administer  tiis  Federal-State  employment  service  and  the  un- 
employment condensation  work  of  the  Department  of  Labor  and  Industry"  is 
the  incumbent  of  a position  created  in  the  3e.rviGe  of  the  Commonwealth 
within  the  "Unclassified  service" , 

PERSONNEL 

3 F 
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EXECUTIVE 

ACTIVITY  PERFORMED  NO.  2 

Coordins-ting  all  actiTn-tios  of  the  Biareau  of  Unamployinent  Con^^en- 
sation  and  the  Board  of  at  a level  bolovf  the  Secretary  of  Labor  and 

Induatry. 

PURPOSE 

facilitate  the  administration  of  th©  Bureau  of  Unemployment  Com- 
pensation. 

REFERENCE 

0 

PERSONNEL 
4 F 


STANDARDS,  ?^HQDS  AND  PIANKI^IG 
ACTIVITY  PERFORMED  NO.  3 

Analysis  of  Bureau  operations  and  expectancies,  forecasting  of 
administrative  problems,  and  coordination  of  planning  by  administrative 
officials. 

PURPOSE 

To  seek  a solution  tc  ail  problems  involved  in  administration, 
organization  and  management. 

REFERENCE 

S - Pennsylvania  Unemployment  Compensation  Law  of 
December  5,  1936,  (1937)  P*  L*  2897 

PERSONNEL 
9 F 

(This  Section  is  understaffed,  which  fact  necessitates  the 
overlapping  of  functions  and  prohibits  the  ascertaining  of 
the  specific  number  of  employes  engaged  in  each  functions ) 


RESEARCH  AND  STATISTICS 
ACTIVITY  PERFORMED  NO.  4 

Social  Security  Board  Statistical  Reports:  Compilation,  analyses 
and  submission  of  statistical  data  required  by  ths  Social  Security  Board 
in  form  of  periodic  compilations  covering  agency  activities. 

PURPOSE  , . ^ 

To  provide  basis  for  comparisons  and  summations,  nation-wide,  of 

state  activity  totals. 
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REFERENCS 

F =“  Social  Securit.7  Actj  III  Saction  3^3  P^» 

bXs-o  Pennsylvania  l]n©np3,07/aant  Coa^jensation  Law,  Section 
207*  Also  Guide  for  State  Employraant  Sacurily  Aclmini3«= 
tratlon.  Bureau  of  FjaplOjTrjant  Seciirity  of  the  Social 
Security  Board. 


ACTIVITY  PERFQRy>ED  NQo  5 

' internal  -OperatiD;’^  Statisties;  Collect,  compile ^ and  aujnmris© 
operating  statistics  (Eonsfit  Pa^'ment  Section,  Accounting  Section, 

Field  Accounting  Service,  E:-:parionoQ  Hating,  Servic ©men's  Readjuatment 
Allowances) o 

PURPOSE 

'For  infornsation  and  guidance  of  administrators  and  supervisors  of 

Bureau . 

REFERENCE 

S - Section  201,  Peruisyivania  Unemploymsat  Compensation  Law. 


ACTIVITY  PERFORMED,  N0._,  6 

Conduct  Statistical  Long-Tijae  Research  Projects  and  prepare  ^ports 
thereon,  such  as  partial  unamployiacnt , seasonal  unemployment,  experience 
rating,  and  coverage  analysis. 

PURPOSE 

To  provide  basis,  for  Isgi^ilativc-  amendment  to  the  Pennsylvania  Un- 
employment Compensation 

REFERENCE 

S » Sections  204,  205  (■«)  and  205  (f),  Pennsylvania  Unea^loyment 
Condensation  Law, 


PERSONNEL 
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PERSONNEL 

ACTIVITY  PERFORMED  NO,  7 

Direct  the  operation  -of  the  Percormel  Section  of  the  Bureau  engaged 
in  the  following  emotivities ; 

Appointments,  prouud-ions,  domotlons,  reclassifications,  traiisfers, 
furloughs,  auspeneions,  separat-lona,  salary  advancements,  leaves  of 
absence.  Interviewing  applicants  for  positions,  iBa3.ntonance  of  Classifi” 
cation  and  Compensation  Plan,  service  ratings.  Retirement. 


■”44* 


A 


4 


. ■ 


' % 


TTOj:toA^.__  -; 

•.Ti  ■',-i\':'^.^A 

..-;x  'v^ 


T.^S-C-  ■*-  -i:.-,  • 


^ ; • tv  ' y.J- 

Ijiiys 


^ ■'^?'':  '■  .'I,-, 


PURPOSE 

To  carry  out  the  pr ovi si cns  of  Unoiaployment  Compensation  Law 
providing  for  the  selection  of  3rr.p?,oyos,  with  certain  exceptions,  on 
a Civil  Service  basis | tho  Civil  Service  Actj  Act  providing  for  War- 
Duration  appointments  and  promotions,  and  Reti.reraent  Act. 

REFERENCE 

S Civil  Service  Act  236,  Aug.  5,  1941 
S “ Uneriployirent  Condensation  Act  of  Dec,  5>  1936 
S » War~Duration  Act  363 ^ June  4.  1943 
S - Retirement  Act,  P.  L.  358,  June  27,  1923 

PERSONNEL 

10  F 


PUBLIC  INFORMATION 
ACTIVITY  PERFOmiED  NO.  8 

Prepare  educational  material  designed  for  specific  distribution 
to  particular  segments  of  the  public  Qoxeri^zig  independent  phases  of 
Bureau  activities, 

PURPOSE 

To  Jiieet  the  educational  needs  of  the  three  segments  of  the  public 
in  direct  relationship  mth  the  Bureai',  namely;  aaployers,  en^loyes,  and 
veterans  with  a particular  status  under  our  law.  This  information,  in 
the  form  of  booKlets,  pamphlets,  posters,  etc.,  is  designed  to  meet  the 
specific  requirements  of  some  one  of  this  group. 

REFERENCE 

Act  NOp  1 December  5,  1936  (1937  P.  2897) 

Act  No.  175,  May  18,  1937,  etc. 

PERSONNEL 
5 P 


TRAINING 

ACTIVITY  PERF0RI3SD  NO,  9 

Organize  training  progr&fos  and  schedule  attendance.  Conduct  training 
until  supervisors  and  others  understand  the  program  and  are  able  to  train 
others  down  the  lino. 

PURPOSE 

It  is  necessary  to  hava  crganiaad  training  in  order  to  have  economy  of 
instructions  and  uniform  undarstanding.  Training  has  to  be  scheduled  so  it 
will  be  accomplished  effectively  i'S’ithout  aiinecessary  interference  with  operations. 

REFERENCE 

Social  Security  Board,  Bureau  of  EmplojTnsnt  Security  Training  #6 

PERSONNEL 
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FISCAL  CONTROL  ~ AS  Me  ANT-  p^gROLL  & ATT:■:l^/J^(QE  ON  IT 
ACTIVITY  PERFORMED  MO»  10 

Approve  all  systems  of  accounting  ag  to  thair  adequacy  for  the 
handling  of  funds. 

Over'-ail  suparviaion  of  audits,  in  accordance  with  both  federal 
and  state  regulations,  books  mid  rocordo  in  connection  with  the  maintensnee 
and  conti*ol  of  the  Administration  Fund,  the  l3nemploy.fT:.ent  Fund  ae  it  pertadne 
to  the  contribution  account,  the  benefit  payment  account,  the  benefit  payment 
SRA  account,  and  tho  Unemployment  Compensation  Trust  Fund. 

Prepare  payroll  for  buraan  employes  and  submit  to  State  Treasury 
Department o 

PURPQSa 

To  facilitate  office  operations. 

To  forward  contributioris  to  the  Trust  Fund  as  pron^itly  as  cleared 
in  order  to  accumulate  interest,  and  the  requisitioning  from  the  trust 
fund  for  the  payment  of  benefits  in  such  amounts  and  at  such  times  as 
to  hav®  sufficient  monies  and  at  the  same  tire  earn  the  greatest  interest, 
and  to  accumulate  essential  data,  for  budgetary  preparation  and  budgetary 
control. 

Self --explanat  ory , 

REFERENCE 

F =>  5&ocijs4  Security  Board 

S =■  Affeiinistrativ©  Code 

P & S - Social  Security  Beard 
State  Treasury 
Budget  Office 
Civil  Service  Commission 


PSHoGNt^EL 
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Keep  all  books  contaiiiing  fiscol  transactions  pertaining  to  the 
administration,  employar-s  ccritrlbutlon,  borefit  payment,  and  the  Unemploy^ 
ment  Coiapciisation  Trust  Fund. 

PUjg^E 

Furnish  all  fiscal  information  required  by  state  and  federal  auditors. 


REFERENCE 

F ™ Social  Security  Board 

5 ^ Auditor  General 

PERSONNEL 
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12 


Rscaipty  axanijjiationj  aiiv  contrc'!  of  aami-izionthly  time  reports 
from  all  eisployes  of  t!;:a  Buraau  of  B‘aploy.r2j;!nt  and  Unampioymont  Ccwnperv’ 
sation  and  from  Gsrtain  I’nited  States  SiTifloycont  Service  employes  perform- 
ing unemployment  componsation  astivitios. 


PURPOSE 

To  conduct  a ti.m  and  cost  distribution  study  as  requested  by  the 
Bureau  of  Employment  Security  of  the  Social  Security  Board. 


REFEREBGS 

F ” Social  Security  Board 
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PROPERTjf  INVENTORY  CONTROL  PBiXlHSm^T  WIT 
ACTIVITY  PERFORMED  NO.  13 

Procure,  account  for,  and  distribute  bureau  property. 


PURPOSE 

Self ”©jq>lanatory  = 


REFERENCE 

0 

P --  Social  Security  Board 
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OFFICS  MARAGEFLNT 
i\DMUdsif:ATIVE  Wif 


itiTi  j.  w 1 ,1.  "i  juiu' KOo  IL 

I . Adminis trativ e Act ivii iss . 

(a)  Ox’&vall  supervision  of  the  Dffie©  Management 
Section’ ~ Office  Manager 'a  Secretary. 

(b)  Stenographic,  typing  pool, 

(1)  GcnerarL.  clerical  duties  of  the 


Administrative  Unit  consists 
maintenance  of  for.ma  mnuals, 
memoranda  rcaiiualc,  aubctitati 
and  secretaries* 


of  bimehoeping, 
bulletin  and 
.ag  for  rscepticnists 


(2)  Receptionist  services 

(3)  Dispensary  ser'/icas. 


PURPOSE 

It  is  the  control,  center  of  th©  Office  Maiiagemant  Section  which  ia 
a service  section  for  the  Bui'eau.  Ths  Administrative  Unit,  Stenographic 
and  Typist  Pool  is  aiaintained  becaiisei  it  is  equipped  to  do  conplicated 
typing  jobs  such  as  reports,  an.aXys«s,  ty|;>i.ng  of  procedures,  etc,,  and 
this  is  made  available  to  sj.,1  section  heads  of  tlie  Bureau. 
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DTriMIC>.vr.3[KQ  T£?IT 
ACTXvrrF  pshfchk'sh  15 

MLiieograpliing,  iT’c-ltiXithin.",  ;')hDto3t£t,  £L:-,pling,  perforating, 
folding,  cutting  formr>,  ba'Iatine,  publications,  manuala  and  other 
various  and  kindred  reprcducticns* 

PURPOSE 

The  pux'poso  of  the  work  performed  by  this  unit  is  to  supply  95^ 
of  the  printed  mattor  and  forms  used  by  the  Eursau^ 

REFERENCE 
0 ' 
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Unit 

- Duplieeticg  Unit 


E3gLa/£FS  * ADDK£S£  C.GruiPH  Igi_XT 

ACTIVITY  PERFOFiiSD  NO.  16 

Maintain  asddraasograph  plat©  file. 
8 Authorisation  and  Notice 

Graphotype  Machine  Operation 
Addreesogreph  Machiine  Operation 
Maintenance  3x5  card  fils 
Correspond enc©  and  Mailing 


PURPOSE 

Process  correspondenGs  in  r‘©f 
forma  and  the  mailing  thereof. 


to  rsquo3ta  for  applications  and 


REFERENCE 

0 

PERSONNEL 
1?  F 

STOREHOCM 

ACTIVITY  PERFORMED  NO.  1? 

I Mainteridnce  cf  Stoclcrccm 
II  Filling  of  requisitions 
III  Maintenance  of  Stock  control 
IV  Moving  of  equipment 
V Control  of  bulk  storage  ixx  mars-house 

PURPOSE 

Keep  the  various  unite  in  the  GGntra2.  offiess  supplied  with  the  working 
utilities  as  wall  as  the  field  offices. 


REFERENCE 

0 

PERSONNEL 
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BUILDING  AND  MAJHILI-I-ECU  UTUT 
I,  Maintenaji^'d 

(a)  Ccnstruciiorx  - c.^fiee&j  equipment , etc. 

(b)  Raviovating  - ofri-.::e3^  interior  of  building 

(1)  Paintingj  floor  mintenEnco 
(q)  Inst.pJ,laiion  of  electrical  out.leta 

(1)  Banging  of  light  fixtures 

(2)  Laying  of  electric  lines 


XX . 


Firing 

(a) 


Maintaining  fires  in  four  (4)  buildings  and  have 
the  b:iild:lng3  of  the  Bureau  properly  heated. 


III,  Custodial 

(a)  Propter  cleaning  done  bp-  the  custodian  staff 
in  oi’'der  to  kaep  tha  fcuildijigs  in  a sanitary 
condition, 

(b)  VJashiAg  and  the  rostroornsj  raain- 

tailning  the  same  In  saxiitary  condition, 

(s)  Keeping  "the  dr*in.king  fourAtaina  aupplied  with 
water  at  all  'times  and  also  in  a aanitar-y 
Gondltiono  > 


PURPOSE 

All  the  fuiiations  enumoratad  in  the  atoifg  activity 
necessary  for  the  efficicA~t  operation  of  the  flureauj  and  the  functions 
performed  in  the  maiiitenanse  gio.'Up  bec-ause  being  p>e..rformed  by  this 
group  has  saved  the  Buu*©£ii  and  the  Comsotiusalth  thousands  of  dollars, 

REFERENCE 

0 


FER^iOI^EL 

raoesn 

45 


!iAXL  AND  MSSSEFaEB  UNIT 


I,  Messenger  Sarvlce 

(a)  D^elivering  and  collect- :l:'}.g  of  mail  by  inside 
messej-igtr*  at  intarvaiu  of  on©'iu?J.f  hour, 

(b)  Messenger  servdee  perforciod  by  outside  ■ 
messeiigers  -^.dth  cars  to  deliver  and  pick  up 
mail  of  the  various  buildings  of  the  Bureau 


II,  Mailing 

(a)  Tha  handling  of  all  incoming  mail  to  the 
Bureau  and  routing  asm©  to  units  involved, 

(b)  Randliiig  of  all  outgoing  mailj  packages, 

befisflt  checks,,  forms  to  employers,  forms 
to  field  offices  fmd  any  c-ther  mattera  per^ 
tainiiig  to  this  type  of  is  handled  by 

the  Mail-rooms 


1-^  I 


7-^Bk.  ,f' 


C'  f 


•'T^nr 


p/V-»r«i»  'i.  I 

a.-*.  . '•  . *• 


■■■  I 

;i--  'K&d  qut , ' 


.V’URPOSR 

"The  Mai.},  ■ar:'-';  .'■  .■  i'or 

dletrib>£tloa  of  )T’.;al}  o:n:}  .=..  Tji.  ^ tz  far  s. 

offi3w?.t  hsnflfr;^  ''f  V ■’ ..St  i"Ra..t«r3  for  ^'.io 

agFEREIjCE 

6 Ic  F 

F - ,^a,  13,  3^3c.  579 

PSKSONm 

27  F 


STCBSS  BWWTCfRl  WTT 
ACTXVlfl  PJi!FO?a.rBlD"'in._  20 

oertr-^il  aorits’c-].  of  tr.'O  p;.i:i''Gha',ie!?,  printing  ar  j.  ig^ouanc© 
of  jupflisc;  uiii.  fcros  ;ar  use  by  the  Central  Offi.oee  of  the  Buraciu  cf 
Etri^loyEient  and  Tj:ie.|.''K'Xo,?mefit  Coiupv'nsati.ong  :-'.s  as  th®  51  fiald  Q.f.fiGQ&. 

In  addition,  contrf.i  rQ-iniisition  of  fc-raa  to  ^0  I1«  S*  Eo  3.  fi®ld  offiaae 
psrfortdng  the  talclr-g  of  -an  sj'plcyirient  cor.ips5nsation  bsnerit  . 

^l^gsE 

"Tg  asanre  thet  at  &21  ttv:  has  an.  ecGni'at®  lETajitorj 

of  ail  fctor^aa  erd  suppliais  .and  that  no  pnoerkajaa  mil  be  mdo  that  are 
kiut  required  c 

Guard  agisjinsl  possible  leefags  of  stores,  the  o¥ei^=^tosl»i^^g 
of  stores  both  in  the  field  cfficea  mc\  eontrsNl  siore.room  fcy  ,!ii3i..ateinirg 
a -’perpetual  inYortorv ''\ 

0^-  Fnnns:x£d  l:f  fei£..:-ol  fu-ids  pre^puppoeing  ■ afeqvJE'.te 
rsGords  f-sr  Fedorel  i'rriit  and  bulgetar/  purfoeer. 

(Feiers'l  oode  Ei-=50X) 


jjXHL 

iCl'lflTI  PEEFOEfED  bC;,  ^21 

Office  -of  3p  ?a:si  Depatj  ItteraeF  23n«r^:lc 

pijpje^ 

’?roteatj.-r  ci  tl-®  intersatfi  .cf  the  in  all  litigaticn 

in  '“d\ich  the  Eiroau  of  Ss^iloykient  end  frierplq/r^ent  Gcirf:en5ation  is  iiwolvad 
in  adrfdx'i’5t<3ri;;..g  s -ii  O-nforoing  t-h-o  prcYlcicns  -of  the  P cn:.i3’rl'va;'iia  bnersplcy”" 
iiie.nt  Ccr/perfi-atl'j."’  Is.  one  pi’'.r.-t OGticr.  o.f  the  Ur ;©r!ip.lo;y Eiesnt  Gronpensation  Fund 
it's.  Ql.ai'i.fylng  liroLg^u  interpretfitlon  irattere  (?d'fec.''/. >.'>.£  tho  pci,l.i02'  cr  aecurlty 
of  one  Eurer..T:  of  Seployiaout  and  oyricnt  Go.r'pcns.otion, 

FgFg^jCg 

S =■  Pennsy.li’snia  !.Tne*plo;rc:®:at  Comp  erf*  at.!  on  Law, 
approved  r«e.  5,  l?3i^p  ita  onendjaent^o 


i 

Iivterpr'eil¥r'---An;P"?7jE:t'c5  l^nifc. 

Plj^OSg 

Right®  c:f  R'.rc’mi:'.  o”  F^'jA  ;7!::snt  ar,i  ’’Jn'jcip loy^-erd:'  ^tox-ij';eas£'t.ioM 
defended  in  ■dtsrii  b^f.^r'a  judloi^l  ai:i'i  cle..nLficahior  thn-ugh 

interpret£j;tion  raatior^  "jfrtutixig  ti?  nci.iiijj-  tr  5'9';i:rit7  cf  uiy-  Bar^^FD 
in  the  protecoj.or^  of  tb-s  irieresia  of  the  fc:o';icn‘'?'3S.lt.h  f-nd  the  unaiOpicy-- 
ment  Ccmpensation  f/indo 

REfEFlBI^OS 

3 “>  Fonnoyiv^y^iia  'Joi^r^lcyinfinfe  uouipeisooion  Lao?^ 
appjoo^’ed  Dec,  5^  1935^  c-ni  its  ..2:r'ancin\e,itB  ■ 

PSRSQNKSL 
" -5  F 


ACTIVXT j^PSEFOgUEIg  HO . 2^ 

Cr^ril  Froc3dnx'’al  fir  it., 

PURPQSa 

Pr'ctactier;  o."  the  iri  araats  of  ths  ioFar;.Qnw0aI..th  or,d  th'^'  Dnenijloy'sent 
Compensation  Find  by  eosped.iting  s.ni  affoetonting  acllecticn' of  dalliquent 
iincffiployiioent  QQji^anoafcion  cositniliutiono  through  legf-X  proce^eae,  . 

RMREJ^Cg 

3 Psfin8yl¥;nilFF  fneriplofattnt.  ■i^-xzf  Cik  appro¥'acl 

Dec,  5 s 3-33^0  it  a a, 

FSR30hNEL 

■'  12  F 


ACTIVITY  % p-h 

Penal  ProcadFiirsl  Unit. 

PURPC'SIS 

Enlonaement  of  tha  Poaal  of  th«  Peniisvivenia  Unemployxnent 

CornpensAtion  Lun,  and  the  pi:-ot.3otici,i  of  iha  Une'pplojijjant  Co/Epan£-a,ti.^n  Fund. 

RSfTiF.£NCS 

.3  ==  Pennsylvania  Une.ri:p?,o/ffi*ent  Corrsi'e.rnntion  L®»,vfj  approved 
DaCs  5i  1936 j and  its  ame;o,d.mert  ;s , 

-51- 


ACTJVIT;^  KO,.  23 

file  ^inc?  r®;Oi"is  uMi' .: 

PUFPCS5 

I aliaac.  SQntrvsX  of  p^^  ■■c2;,r^3l  r?:o..rFs3j  g(^,'igo;n-)Otsiy  ond 
^quijiovsno ^ inalioiag  ■iisiril'lloo  d c'L  :.:  raa3'^j  f iT’  tbs  s 

Legal  Se'JtJoa, 

R£F3RFljaS 

S Ff-niisjlocnia  U.u3nip'(  f a'lr  er-;satior;  Law 

J'EfiSONm 
2 > 

FXEIL  ACaGUNO?:ivg  S:s,wi-JE 
ADMiaiS^Tivi  LNi:?  _ ' 

J^TI¥ITY  F£IiFfr^p;'^^r2o 

To  suporvisa  ai.l  i,¥itie£^  -cf  L;?.'?  liald  Aceoualing  Sei’Yiee 
thrci:.g^i3iit  thu  Co<o;iOiiroal'^h, 


PUPPC.S5 

To  jr-opeplp  alndnis-ye^  11=  Uneopl;:  lompan-satic-p  La?r  tbaough 

the  &w  3u:'iii]  of  fL^;  U; op  a/ ; t f oo . ooodl  ?n  Pindj  tie?  proiec,:!^^ 

of  tde  Fiiac.  IfiO  poo'  ipt  p5:;;'m2;'t  raoafil^.  0--  the  anQ.'tplop'^sd  i^l.er 
to  reader  ssroice  to  ?vv::.,o5^f.i:&-?fo  d:t- o.f'Sta'ia:  tis;plcp§r5  aid. 

the  f^i-ooiireo.&nt  of  loo  ,;  iaf  . oo  vh.o..  for  ■ the- 


PSPSitEFOS 

- 


C 


Sccial  Sesaritv-  Lo;o  = vipi-. 


.10.3  ■ 


,.v.; 


on  i,o..;f 


PEPoQ^NEL 

17  E 


ACTIVm  P-SEPOFjjLEI;  hO,  27 

.Locates;  in  offices  'f  U:o;;.': 


1-7  d'^/oo'i-t  •io.r-o  i^a  eoice  ;t 


Phiisdalphia. 

Audit  lag  rf  ■ao;;.Jcv  5...^  re:.^ 

dieoloau.i’e  cf  or-dstlng  fii./ropa-irdec  O': 


o'fi  a"  p?r.Udio  i'iirro'als  op  r.ij:‘ca 
i'  f.r=ioto'rpoot.E:',ticno  of  tb.e  •I.t.^j,- 


PUPPC-SE 

To  xaoure  tbs  oo;rxli2.:ioe  of  oJ,!  acpl-oprsr’o  to  tl:.e  faSji'syl^’-Bjrd.Q.  Unemfloj 
n^ent  Ccinp^noat ion  tc  .In  tho  aaevUino.Udion  of  the  Uria;iplcy;norit 

Ccmpansaticn  Fund;  a.>i  v.c.  i-aiore  p.33p€r  ■cTp,,e  morda  :u^.  the  Ei^raaiPs  f:f‘.e£; 
in  order  th.it  .aap  ba-ira.^ptly  paid  t:  tiie  n lairpl  oyssc  whaji  Sae 


• .t  • ' ^ > 

^ , -V-  ♦ . w \ 


•*  .^.<1 


:^:  ii\ 


■:  -t-  / 


} 1, 


•jr  ^ r 


,.  ; f' 


f . -•'/  %■%  T 


^ttd 
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BENEFIT  PATMF:NT  SECTION 
ADL®JISTRATr\rE  miT 
A>><ixvTri  FEKf  urufiiiiL)  MO.  26 

To  administer  the  activities  of  the  Benefit  Payment  Section. 

PURPOSE 

To  insjjix"e  tne  prc-  tipt  payment  of  banefita  to  Pennsylvania  Unemployment 
Coiqjenaation  cl?.imants  and  to  veteran.?  under  the  Servicemen' a Readjustment 
A13-owsLnce  Act;  to  make  necessary  inYr;.3tigation.0  to  prevent  fraudulent  payments 
to  receive  and.  file  waga  records;  to  -establish  and  maintain  certain  benefit 
records;  to  neke  adju.stniants  of  overpaymants;  to  perform  necessary  related 
activities. 

REFSR£J^’CE 

Pennsylvania  Unemplcyment  Compensation  Law  ~ S 
Title  V,  Public  law  No.  346  F 
Ru3,3s  and  Regulations,  BSUC  ° R 
Adm-inistrative  Code, .»  B 

PERSONNEl. 

5 F 


BSI^FIT  LEDGER  UNIT 
AGTXVm  PERI'^OKtlSD  NO.  29 

Collection,  racording,  and  verification  of 
maKing  benefit  payments. 


inforraa.tion  necessary  in 


purpqsf: 

The  rapid  and  accurate  processing  of  ps.y  orders  filed  by  cialrnants 
for  Uneiaplo^Tnent  Coj.fipensation  and  Ser  v icemen ’ s Readju.stmsnt  Allowance  and 
the  uxaintensgice  of  an  accounting  record  of  payments  made  and  current  balances. 
The  submission  of  data  relative  to  payments  mde  claimants  for  charges  and 
credits  to  employers'  aeccunts  for  Experience  Rating. 


REFERENCE 
F - 
S ” 


Public  X,aw  346,  Title  V,  Section  700 
P.  Lo  658  as  Ama.nded,  Section  401 


FFitSQNIXEL 


^ F 


ADDRESSQGPjVPH  lEJIT 
TCTWJTTT^l^^OKjiED  NO.  30 

Addresaograph  Operation. 


% 


PURPOSE 

Facilitates  addressing  icai?... 


1 Jt. : j j ? : 


. I'";  ’'  ■' 


i ■V"  •■ 


• r 


r/'-T. 


^ rA.H'V 


: /-  ''l 


X'XX^-  i-lT',  ■'••: 


s-  t'.-r  7,  .?•  •;; . 


« ; . •>--.1  *>-  A ■>  -•■  ■*  ««••  « 


' ’ V r ; '^  ■ :-r«  \:i'j".c  'X 


0 

PSRiSQNNSL 
14  F 


CHSCB: lElIT 
ACTIVITY  PEItFQRMED  NO.  31 

Chaoit  Illriulng  Me^chin©  Operation 

(1)  Writing  UaeicplojTiierit  Conipsns&tion  checks. 

(2)  Posting  the  neceasarj  data  to  claimants® 
ledgers  and  chi^sk  register  sheets. 

(3)  Scrutinising  claims^,  ledger  cards  and  checks. 

(4)  P^conciling  s^achin©  totals  with  pralist  totals, 

PhkpqsE 

Tl)  Psymant  of  Uneraployrr-ent  Coiqjsnsation  cl.aiffia.. 

(2)  To  maintaiii  a perinarsent  record  of  checks  issued  and  aaiounts  paid. 

(3)  To  irerify  the  vsliditj  of  claims  and  anoimt  of  compensation  paid, 

(4)  As  proof  of  postings. 

RFJERENCE 

PonnEo  Unemployriisnt  Compensation 
Article  IV  Sect.  LOl^k-Oh 

PERSONNEL 

10  F 


XRTJ’ZRSTATE  BENEFIT  IMIT 
ACriVITI  1 WORMED  NO.  32 

R©cel.f©  and  Sxanrdna  Interstate  Benefit  Claims. 

Maintain  a Claims  Fila, 

Validate  and  process  pa^v'nients  of  Interstate  benefits. 

PURPOSE 

To  serve  unamplo/od  workers  whose  residence  has  been  moved  to  another 
state  sub36qu.Qnt-  to  his  covered  ©iaplopTient  j-n  Fisnnsylvania  cm.d  to  process 
claims  for  qualified  veterans  ?iho  elect  to  be  paid  bj  Perjisylvania  after 
leaving  the  State o 

RSFFilENCE 

S - Section  407  “ F®,  U.  Co  law 
S Section  501  "■  Pa.  U.  C.  Law 
R « Vai’ious  Interatate  Agreements 
F “ Title  5 P.  L^  346 

PERSONNEL 

10  F 


'=*54'" 


M j sa^es  peg  is ighs  AH)  uiiiT 

ACTIVITY  jpEivFORMfiD  "no.  3'-  " 

Receiving,  exajuinilng , and.  ..  acording  appeale  and  dociaions. 

PUFiPOSE 

To  create  basic  records  used  b/  th^  Board  and  Referees  5ji  Appeal 
cases,  and  to  maintain  records  of  activities  of  the  unit. 

REFERENCE 

E “ Section  4 =•  Title  4 

PERSONNEL 
4 F 


BENEFIT  PAm'NT  /DJIE-mNT  TOUT 


6 • 


ACTIVITY  PSREQflSAED  NO. 

Investigation  - With  s-mployers  bj?  nml  and  through  Field  Accounting 
Service  - Of  a^^aimed  enxpiojfis,en.t  for  which  wage  reports,  are  not  in  file,. 

Adjustment  of  chests  is.suod  Ita  erFo.r,  stale  dates,  initiate  investi- 
gation of  ncn-roseipt,  loss  or  dastniction  of  tj.  Co  chec^.s.  Eedeposit  mth 
Treasury  checks  idiose  OTjn,ers  cai^riot  bs  located,  or  who  have  died.  Authorise 
issue  of  checxis  to  heirs  of 


dec 


c.laijU3jn,t3 . 


PURPOSE 

To  determine  eligibility  for  benefits* 

To  insure  payment  of  benefits  to  those  persons  entitled  to  receive  them 
EEFEliENGS 

S - Pennsylvania  Unemployment  Compensation  Law  => 

Approved  Dec,  5?  1936,  as  amended. 

Arto  II  Sec.  201  and  206 
Art.  Y Sec.  50%> 

S - P.  U,  C,  L* 

Arto  II  Sec.  201 
Art.  IV  see.  403 


PERSONNEL 

12  F 


CONTCTUfB  CLAIM  FIIE  UNIT 
ACTIVITY  PMFOimSD  NO.  35 

M&irAtain  file  of  paid  Unemployment  Compensation  continued  claims 
and  maintain  inactive  file  of  employers  '■  report  of  wages  paid  to  employes 
in  base  years  (UG-2A®s). 

PURPOSE 

To  mintain  files  of  basic  records  as  required  by  Adndu^istrative  Code. 
To  furnish  i,nformatioa  as  requ-iu-ed  by  Legal  Section,  opers.ting  units,  Referees' 
and  Board  of  Review,  To  fyx^nish  doc^amerAts  required  as  evidenca  in  court 
proceedings, 

ESFERSNCE 

E ” Administrative  Code,  Section  524 

Penney Ivaiiia  Unemployment  Co.mpa.v;satioD  Law,  Section  804  and  301 


OlAM  Fi;X  I' ^10? 

^]aii?i,t.  :ig  C.3.al:n.3.  0'’'tgiraX  ?.rd  3- .beequent? . 

Filir^.,  Oparetiont^T 
lDfor'i.^,ti:>ri£l  Sa.ndQs. 

Dead.  Ledger  Work, 

PUKFOSE 

Tc  f/Bintain  n,  co;2;:;.'loto  fils  of  -ill  pertinent  roaterial  and  records 
iiecessar^r  to  the  clai.rr.s  and  f"r  rsferonco  and  ijifor-rnapion  req'iiredo 

^ 3 - Ft  Lo  653  7-. a aoiendsd 

/>rt:.cL®  II  = Station  201 


YERSQUML 


12  F 


mm  FiEOGHD  IJFXT 
ACTiyilT  ?£Bfc.Fl^SD  HG.  3^' 

fecsipt,  ¥erif istti&n  and  filing  "u  vraga  ir.formatj.on  in  preparation 
for  receipt  of.  claiae  .for  bsnef its  > 

PUFPQSg 

Tc  pro-^-'ida  wngs  reoord  infomiatio-n  for  the  dotar-mination  of  benefits, 
|FJT®ENGE^ 

S “ P.  L«  Si5y  Sec^  501 

0 

FSRdOMbjLL 
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OlAIM  ;£Ny2ST IG-ATIOM  bT}TIT 
ACTIVITY'  FEiiJ-'CRMSD  L’O, 

pQ,5t-t-Xclit ' of  iosnoflt  p?^;'ffi3nt6  loigor.s.  (Post-audit  of  all  claims 
for  u.norjplojniient  compensation.} 

Axial/sie  cf  al.l  .cli'.ims  for  imorRplo;.-7nent  compensation  which  show 
possible  confli-:  t , 

betting  up  and  maintaining  al.1  records  of  restitution  on  overpayments. 
FdRFCSS 

To  determine  ’.diethor  an^'  clfdrn^'  paid  have  been  paid  erroneously  through 
fault  or  other  than  fascit  of  the  claimajit  or  departmental  error.  I^Yhen  post- 
audit is  ccmpleted  on  a caee  £uii  it  appsais  that  there  might  be  an  overpayment- 
a recuest  for  further  information  is  sent  tc  ©riployers.  iVhen  a reply  is  re- 
ceived. from  the  ©mplo/er  ani  the  amplc-y.TiQrit  record  shows  a conflict  with  the 
days  for  which  the  cldii;i£*nt  received  unemployment  corapensationj  the  case  is 
turned  a^ar  to  the  analysts  for  further  investigation. 


.!i; 

rAM.'i" 

*■ 


T©  d®t©rEr,.ii?  srheihe?  ’?^i5t3  on  ths  record  and 

to  sot  up  th&  aies  for  prfjoeSiSin^  L-y  I,.v.jal  .Sv&tion,  'J^ith  the  recomendation 
of  the  analyst  aj  ta  pu'uscJeuiionj,  .Ldaetijn, 

?©  Jiil  -.‘jstiiuvion  jr  c?i 

payraents  a:‘i  to  to  tha  ^i,ll  i^jiAes  i.**jL!'3lV3d.  in 

restitution. 


REFEflENCE 


P.U^CoLo  SsGb  805 


PERSO.NHEL 

ZQ  F 


ACCOliNTiNG 
ADMii;iSTPj\TIV£  UNIT 
AGTIVIir  PEiiPQRMSi)  ?fQo  39 

G^nas^  STiperYl^ion  ^nd  ■:^tAen.d-x:it  Glerle-'?!  £?j-id  'Stonographio  personnel 
relati^©  to  the  coi'.tributiori  f i3nction3j,  ir'  reGor'dl.stnao  t?lth  the-  Pennsyl¥-ania  Un- 
«nploym©nt  Coirpen©&tion  la-vv  mil  oth<?r  actl'Alisa  p-ertaining  thereto. 

PURPOSE 

Supervise  the  production  and  the  operx’^^lon  of  the  Acsountlng  Seetiono 
To  institute  procedure-s*  md.  develop  o;;-:5rating  cisthods  by  holding 

regular  conference's  ^Ith  all  supajnsls.ory  poraG.n;3i3l  -of  the  vs-rious  units  of  the 
Acsounting  Section  .and  to  deal  with  p-ersonna.l  probleag. 

REFERENCE 

Pennsylvania  Unecployinant  Ci?np-2ns^itio,a 

PERSONNEL 

9 F 


EilPLOrERS^  STATUS  DEGSRMINATXON  UNIT 
ACTIVITY  PERFQimSD  HQ.  40 

Review  and  snalysiii.  of  bssia  A-its,  rfslating  to  eiiploying  entities  and 
the  eircuoistancec  unddr  #!ioh  il^'SEe  entitles  furnish  -amploj-nient  both  as  to  its 
nature  and  duration. 

PURPOSE 

To  dstenriino  which  ©ruple/Lag  satlties  srs  eraplDyera  subjsGt  to  the 
reporting  and  contr ibut ing  p.rovisic-riS  of  th?^  Fannsylvania  Unomploymont  Corapen^ 
sation  lavrj  to  establish  and  ’T^iiiain  a whereby  imifonn  decisions  may 

b©  road©  and  to  advis?  ensploycrs-  of  such  detf^minations  as  well  as  to  Inform 
other  units  of  the  agency  rcg'a.rding  mploycr  status  problems. 

REFERENCE 

S - Pennsylvania  UnenxplDymsnt  Compensation  I^.w  a©  approved 
December  5,  l?3o,  and  snlssequent  amendments. 

Articles  I,  III,  VXII 

PERSONNEL 

15  F 
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ACTIVITY  PERFOHMED  No.  41 

Apprcr/al  or  rejsstion  of  all  rifunda  or  credits  with  respect  to  the 
question  of  whether  or  not  such  raf^iiid  or  credit  is  based  upon  an  erroneous 
payment  having  been  irade  to  the  Fund, 

PURPOSE 

To  maintain  uniformity  in  determinations  with  respect  to  the  granting 
of  refunds  or  credits  and  to  iiisiire  proper  corplicnce  with  the  provision  of  the 
law  with  respect  to  both  the  granting  of  refunds  and  credits  and  also  the  report" 
ing  and  contributing  proYisicns. 

REFERENCE 

S “ Pennsylvania  Unemployment  Compensation  La*??  as  approved 
December  5,  1936,  and  subsequent  amondraents. 

Article  I 

Article  III,  Section  311 


PERSQKNEL 

5 F 


ACTIVITY  PERFORMED  NO,  42 

Review  of  audits  and  soployer  reports  which  disclose  discrepancies 
either  in  the  employer's  records  or  reports  filed. 

PURPOSE 

Maintain  and  control  a systen  nherefey  discrepancies  and  incorrect  reports 
can  be  analysed  and  either  corrected  or  additional  information  be  obtained  to  bring 
about  such  corrections  sc  that  all  employer  reports  Ga?i  be  properly  processed  and 
so  that  employer  accounts  will  reflect  their  true  status. 

REFERENCE 

S Pennsylvania  Unemployment  Compensation  Law  as  approved 
December  5,  1936,  and  subsequent  amendments. 

Article  I 

Article  II,  Section  206 
Article  III 


PERSONNEL 

4 P 


IE0ISIATICS«  UNIT 
ASflVltY  PMiPPjlED  NO,  43 

Analysis  of  correspondence  and  reports  received  .from  employer  and  Field 
Accounting  Service  with  respect  to  establf  new  account  ?,  removing  inactive 

accounts,  reinstatements  or  address  changes. 

Maintenance  of  Cods  Register  ir;  numerical  sequence  by  county  for  all 
ongjloyer  accounts. 

Typing,  proof  reading  and  clearance  of  form  UC«56  "anployer' s Record 
Change  Notice". 
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PURPOSE 

f©  iD.Siurs  th&t  all  a:.'3  r^agist-^r^d  in  aesordaxic© 

with  their  currant  status* 

REFEREIJCE 

S ” Pennsylvania  Dnemployriisnt  Compensation  Law. 

Article  I Article  111,  Section  303 

0 

PERSONNEL 

21  F 


CASHIERS  UNIT 

ACTIVITY  PERFORMED  NO.  44 

Opening  and  prsliminaiy  axamlning  or  mail  contaii^ing  eaiployer ' s 
reports  and  ramittanoes. 

PURPOSE 

Segregates  ordinary  reports  .froni  those  requiring  adjustrasnt,  expaciit= 
ing  processing  of  reports  and  banking  of  remittances# 

PERSONNEL 

22  F 


ACTIVITY  PERFORMED  NO.  45 

Sorting,  batching  artd  final  e^r.aj'dning  of  employers^  quarterly  returns. 


PURPOSE 

Processed  so  as  to  ba  in  proper  orde^r  for  vaJlidating,  banking  and  post" 
ing.  Reehec^  of  forsa  end  rsElttances  isada  to  picK  up  any  errors  or  changes 
not  already  adjusted, 

PERSONNEL 

11  F 


ACTIVITY  PERFQPl^SP  NO.  46 

Listing  reniittans©3  on  dsposit  tickets.  Validation  of  documents  and 

checks « 

PURPOSE 

Preparation  of  daily  ^umr^ry  or  proof  to  verify  bajik  deposits  with 
s.ccount  credits.  Validation  verifies  document  ^sredits  after  remittances  are 
detached-  Check  valid.ot:lor.?  ide-ntifiss  recuttances  with  account  deoits  after 
removal  from  documents, 

PEIiSQNNEL 
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ACTIVITY  PEiiPQEMED  NQ.  47 

.^^X8^ni^»atlon  of  irre^ul'x  ret’^ras  rec<siy3d  froai  ecjployors  and  from 
Field  Accounting  Service,  Correction  of  rdncr  errors,  Re-=routing  qf 
returns  requiring  processing  b/  other  sonlts, 

PURPOSE 

Avoids  unnecessary  dupXicata  handling  of  less  comp3d.CRted  adjustment 
cases  by  correcting  and  adjusting  them  at  their  point  of  entry  into  the 
bureau. 

PERSONNEL 
10  F 


ACTIVITY  PERF0R?^D  NO,  hS 

Verification  of  remittances  with  forms  and  Glancing  of  each  batch. 
Balancing  of  transraittai  suinrnaries  for  daily  deposit.  Maintain  records  of 
all  drafts  drawn  and  transfer  collecticns  from  Collection  Account  to 
Contribution  Account 


PURI'OSE 

To  mainta,,n  employero^  credits  and  the  bureau's  bank  deposits  in 
perfect  balances  To  control  credits  to  employers"  accounts  established 
by  bank  drafts, 

REFEIiENCE 

Pennsyi.v.,.nia  Uneiapxo^’-mant  Gompensr-.tion  Tavj,  approved  December  5,  1936 
and  its  aneiidments, 

Aj'ticle  ill.  Section  3Q5 
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STEWQSRAPHIQ  UNIT 
A5T'IVltY'PEEFQRM.SD  m.  49 

Take  dictation  and  transcribe  notes  of  letters  to  eniployors, 
field  assignments,  mamos  to  the  Legal  Section,  memos  to  various  units 
and  sections  of  the  Bureeai , from  correspondents  of  the  Status  Determina" 
tion  Unit,  the  Collection  Activity  Unit,  the  Exsiiining  Unit,  the  Regis^ 
tration  Unit  and  the  Adjninistrativa  Unit  of  the  Accounting  Section. 

PURPOSE 

To  control  the  tiias  of  steuographvi-s  ;5o  that  each  unit  served  will 
receive  a proportionate  share  of  sorvicej  to  allocate  extra  stenographic 
help  for  relief  of  pressure  spotsj  to  obtain  uniformity  of  style  and  set-up, 

PERSONNEL 
9 F 


ACTIVITY  PERFQRI!SD  NO,  50 

— aCMi ■, I I I WIW  — WI  IJ  I a— 

Type  from  prepared  copy  Proofs  of  Cledm,  form  letters,  forms  and 
reports  for  clerks  and  cerrespondentj  of  the  various  unit®  of  the  Account- 
ing Section. 

PURPOSE 

To  control  the  tiirs  of  typists  ao  that  each  unit  served  will  receive 
a proportionate  share  of  servica;  to  allccats  sxtra  typing  service  for  relief 
of  pressure  spotsj  to  obtain  uniformity  of  sty,le  and  sat-up. 

REFERENCE 

S - Pennsylvania  Unsmployinant  Compensation  Law,  approved 
December  5,  1936,  and  its  amendments. 


PERSONNEL 
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COLIECTICH  UNIT 

"PERFbf^EP  NO.  51 

Preparation  of  delinquent  csaployer  accounts  for  Civil  and  Criminal 
action,  including  assembling  and  analysing  pertinent  data  obtained  from 
employers  document  folder  find  ledger  account. 

PURPOSE 

To  furnish  the  LagsC.  Section  with  all  required  information  in  order 
that  proper  legal  processes  can  be  instituted  for  collection  of  the 
delinquencies . 

REFEKENCE 

S - Pennsylvania  Unemployment.  Compensation  Law 
Sections  304  = 305  " 308  - 3O80I  - 309  ■»  310 


PERSONNEL 
54  P 


61“ 


■ ,1*  • 


mO'--' 

*•••  fj  r - f . 


■ 'rri.  ■' 


,0 


. ■■r  ■-  ^ ■'  • ' *;'•  ‘ 

I . -.  . .<  r 1 f -••'  V 

■-VH 

y i-.’,  ' ^’• 

V ,. 

.,  •*  .1.  , 

- •,  '^-rn 

-. ' *•  *•■  f ’ '•*' 

• ' ■ ' '^.4 

>./'  4.  -*1* 


**  ■ 

.'.it' 


M - ■ - 

— A \ «• 


mjfljUIKG  UNIT 

'yo‘^iviTr  petomed  no.  5:^ 

Eaoandne  amployer^aoniribution  reports  for  completeness  and 
consistency*  Compute  figures  to  be  posted  to  indiiriduaX  employer 
accounts. 

PURPC6E 

Determine  the  amount  of  contribution  due  the  Bureau  from  each 
employer. 

REFERENCE 

S = Penn/^lveciia  Unemployment  Compensation  Law,  approved 
December  5,  1936  and  its  amendments. 

Article  III,  Section  301o 


PERSONNEL 
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ES>PLCYFJRS»  lEDGBR  UNIT 
ACTIVITY  PERFOR^iSi)  NO.  33 

Machine '^st  individual  employer  ledger  sards  ^ including 
preparation  of  Pi-oof  of  Posting  on  Journal  Proof  Sheets. 

PURPOSE 

To  record  all  Debit  and  Credit  tra4is5=ctions,  including  contributions, 
Interest  and  penalties,  sad  establieh  th®  necessary  accounting  controls. 


ACTIVITY  PERFORMED  NO.  54 

I^ok  up  activities  in  connection  with  individual  ledger  employer 
cards  for  contribution  and  report  delincjue^j?,-.®®  and  ©mploynsent  history. 

PURPOSE 

To  provide  service  for  ell  units  of  the  Bureau,  employers  and 
authorised  Gkjverrxment  Agencies. 

REFERENCE 

S ” Pennsylvania  Unemploysant  Componsatioa  Law, 

Article  III,  Sections  301  = 312  i- 


PERSONNEL 
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EMPLOyERS*  M^JSTIiR  gll£  AND  mil  GCV?rPQI.  IMIT 
ACTIVITY  PERFOI^EP  NO. 

Msarwain  an  alphabetical  file  of  approximately  170,000  employers 
with  whom  t*i6  Bureau  has  conffliun.icatod.  Witlun  the  file  of  each  employer 
segregate  corrosponderx©  from  docomente  and  file  each  type  of  material 
c hronologicaily . 
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PURPOSE 


To  store  in  an  orderly  and  safe  manner,  all  correspondence  and 
certain  documents  pertaining  tc  employers  and  to  arrange  this  material 
so  tiiat  it  is  available  for  review"  and  analysis* 

REFERENCE 

S =>  Pennsylvania  Unemployment  Compensation  Law, 

Approved  December  5,  1936  and  its  amendments 
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MACHINE  TABDIATION  UNIT 

ACTIVITY  PERFOR^Hl)  NQT”56 

Tabilato  reports  for  Time  end  Cost  Unit. 


PURPOSE 

To  provide  a means  of  budgetary  control. 

To  comply  with  Social  Security  Board  requirements  and  for 
Pennsylvania  State  Administrative  research. 


REFERENCE 

State  Reports  required  by  Depart u^ntal  Policy  ■=>  Fed,  Reg.  SS 
Federal  Regulation  pursuant  to  Title  II  of  SS  Act 

PERSONNEL 
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EXPERIEN-3E  BATING  .AT’^UBT^^iENT  UNIT 
ACTIVITY  PERFORMED  NO.  57 

Review  Reemployment  Credit  Applications. 

PURPOSE 

To  determine  what  reemployment  credit  is  properly  due  employers 
who  apply  for  it. 

REFERENCE 

Pennsylvania  Unemployment  Companaation  L&vi 
as  approved  12='5"36.  Article  III,  Section  301 

PERSONNEL 
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DEPM,^,NT  OF  lAjC'R  INDUSTRY 
STATE  TO.KMa«»5  IHSURAI^GE  FUND 


ACTIVITY  PERFOKMED  NQ^.  1 

Gensral  ar).d  Administrative  Suparviaion« 

PURPOSE 

General  adniinistrativ©  sapQi''¥ision  over  all  the  various  sastions 
oT  the  State  Furid, 

PERSONNEL 

IF 


ACTIVITY  PERFOiaiED  NQo  2 

in  connection  «vlth  C-snergd  Supamrisiono 

PURPOSE 

To  properly  handle  for  the  Manager  of  th©  State  Fund  all  duties 
coming  under  th©  general  administrativ®  supervision  of  the  State  Fund. 

REFERENCE 

Act  340,  June  2,  1915$,  Section  26 

PERSONNEL 

2 F 


UNDERtVRITING  AND  FILING 

ACTIVITY  PERFORMED  NO.  3 

Underwriting  of  all  policies  issued  by  State  Fund, 

PURPOSE 

Preparing  undsrKrit-^ng  procedure  iffhich  embraces  classifying,  coding, 
computing  the  premium  necessary  to  issue  compensation  policies  to  ecsployors 
of  Pennsylvania  in  accordance  with  the  provisions  of  the  Compensation 
lianual  approved  by  the  Pennsylvania  Coaipsnssvtion  Rating  and  Inspection 
Bureau,  and  th©  Coal  Mina  Eating  Bureau  with  the  approval  of  the  State 
Insurance  Commissioner. 


ACTIVITY  PERFORMED  NO.  4 

Handling  detail  of  policyholders  folder  file. 
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PURPOSE 


To  make  up  records  a:; cording  tc  policy  nanicer. 
REFERENCE 

Act  340,  June  2,  1915,  Section  26 

PERSONNEL 

40  F 


INSPECTION  DIV<. 


COKvEBCIAL  &’C0AL  SEOTICH 

ACTlVXTYTgHFO^EJWrT^ 

Inspecting  praEiisos 
State  Fund,  InYostig&ting 


cf  Go?ffiuerciel.  and  Goal  Mina  policyholders  of 
accidents  and  their  causes. 


PURPOSE 

To  inapoct  plants  aiid  coal  iainas  and  offer  such  recomniendations 
necessary  for  the  health  ar?.d  safety  of  the  eaployss,  and  to  see  that  such 
recomendations  are  carried  out  for  the  safety  of  the  enployss.  To  inves- 
tigate accidents  for  the  cause,  s.n,d  to  try  to  prevent  the  reoccurrence  of 
the  same. 


REFERENCE 

Act  340,  June  2,  1915,  Section  26 


PERSOm^EL 
21  F 


I£QAL  DIVISION 


Heudliag  detail  legal  work  assigned  various  Dietrlot  OfficoBo 


PURPOSE 


Act  ao  local  counealg  in  thdlr  respective  districtag  under  eupervlaion 
of  Home  Offic©,  on  zsattera  rsquixlng  legal  opinions p carrying  out  appeele 
and  representiog  the  State  Fuad  at.  cotEpoasatloa  heeringe  before  the  Referees, 
as  well  89  attend  lc«al  ergujaent®  of  cojrjpeasat ioa  osess  before  the  WorJonen^s 
Compensetion  Boai-do  File  lisas  in  iocal  courts  where  necsesery  to  defend  the 
Stats  Fund  ia  a civil  action  brought  about  by  our  rights  of  subrogation^ 

REF^mNGE 

Act  fUO,  June  2 9 I915 
Section  27. 


PERSONNEL 


GZmR&.Z  VAIKTFN&IiCE 
ACTIVm  PERFCi^MED  170^  7 

Gensrai  Superv-ieion  of  WiiioQir&a,,  Jeoltorag  JaultreeaeBp  end 
Elevator  0perato?8o 

Operetlozi  of  Eleretor  diiring  working  tiours. 

Handiic^j  of  Stationary  and  Snppliae,  sesliagj  atan^jlng  end 
preparing  ell  outgoing  ©a  11, 

Nigkt  and  Day  Watching  of  Steta  Jund  property 
Grenoral  Jenitcn-  worko 
Messenger  work 
Storega  of  Becorde 

PIRPOSE 


Se  If -exp  la  nat  cry 


HEFERENC£. 
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13  F 


CIAIkB  DIVISION 
ACTIVm  ^SRFQRMD  HOo  6 

To  receirog  esamlaSp  inv^^etigete^  priy  end  record  claims  egalnst 
the  State  Workmen's  Ineurance 

PURPOSE 

To  comply  i?itti  Stets  lDi?uranaQ  lays. 

KEFEREKCE 

Act  Noo  340?  JUI3.Q  2j>  1315 
Section  <?o 
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DgP/'LK_7>;^NT  OF  IAS  OP. 

STATE  wciai^F;5  lujmJioiT'itas! 

accoiinti?«>  ''' 


CASHIER  AND  PURCiHAJS  IKG 
ACT IV  m PIRJCfli^ED  nqT  9 

Keiata  General  accouatlE^  -ontrols,  acoouata  receivable 

and  acccuata  payabia  coii^j  olaj  as  well  &&  direct  cbsrsa  of  ali  receipts  end 
dlsb  UTSS  Cleats  cf  State  Timdo 

MaintalalBg  Bond  and  Mortgage  Ledgers aa  well  sa  Baal  Eatate  and 
Rent  Ifidgerso  Also  aseieting  in  preparatiori  cf  dotail  etatensnts  to  be  ettaobed 
to  Annnal  StatarDent* 

Oper&tlsg  SynsbroEatio  AceoimtlBg  Ma-cbirea 
Meiritainlng  Sill  Pereoimsl  Records-^ 

Prepares  Pnrcbe.sd  Ordorc  fcir  all  cffloe  snppilee  for  the  hon®  office f. 
and  all  district  officegc. 

PURPOSE 


To  jiS^c^QTlj  saaiatein  thlt  g©ii®r£l  aoectirting  record  of  the  financial 
condition  of  the  state  Bnadg  as  well  as  fnraish  tbs  proper  infarcatlon  to 
prepare  the  various  d-stailed  schsdulos  which  ’snet  be  fiaraishsd  as  a part  of 
the  Annual  Statement  to  th®  laevr'^^noe  Gcsnlesioiisr=.  To  suparviso  tlas  daily 
preparation  of  bank  deposit  of  all  sioct-les  received  by  tb©  State  Fundo 


REFERaNOS 


Act  #34^p 
Section  26 

PIRSCKKEL 
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PREMIUM  INCOB^. 

ACTIVITy  PSRFQRMID  NQo  10 

Chockii^  and  poatias  all  aionthly  billicigs  to  a cardax  visible  accounts 
recaivabls  roccrde  ae  wall  es  pbgtlng  daily  receipts  of  premiuina  paid  on  such 
acoountso  Calculating  and  writing  up  eiyf.lt  adju^tnsntsp  including  correspondence 
on  Common  wee  1th  ecoour.tao 

PXKPQSE 

To  maintain  an  aeetcratc  accounts  rsoeivabls  control  on  all  eocounts^ 

To  nsintaia  a coK^sifete  report  end  acoui’sto  C'^otrol  on  ell  retrospective  accountso 
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kCTmn  PEBFQR^g.D  1^0.  J-l 

Delia  quant  A,«couEiv3  coil3C-t;?re  -rd 


PJ^CBS 

To  maintain  a control  on  active  and  cencelled  delinquent  accounts, 
together  with  inYastigatloa  and  col.lect Ion  of  accountso 

RTOREKCS 

'Act  -34^e  June  gj,  iSil5 
Soctica  26 

PEESQML 


TABUUTING 

ACT  XV  m PERJOMD  1^0 c 12 

Operating  Reisington  Rf^nd  Electria  tabulators  end  hey  punch  machines c 


PURPOSE 

To  properly  poet  from  the  pi-LUched  oqtAb  all  entries  that  ore  posted 
in  the  accounts  receive  tie  end.  acGorntfi;  psyr:blo  ledgers  ^ as  well  as  the 
loss  psyiBsat  records^  also  to  prepare  th®  various  requisitions  required  to 
coTar  checks  Issued  for  ail  elniis  payiaante  j elso  to  tshulata  the  various 
Eonthly  rencmts  required  hy  tla  Aceoimtingj,  Statistical  end  Claim  Sect ionsc 

ACTiym  PEB?ais@D  ho.  13 

Filing  and  Chechlag. 


PURPOSE 

To  UKsintBin  in  proper  order  the  penaeneut  fi3.0  of  all  tabulating 
punched  cerde^;  ae  well  ss  checking  ell  renewal  ond  audit  entries,  ee  wall 
as  arranging  the  balaaoe  cards  oal  r'asswai  p'-effilu’n  cards  for  postih^^ 

REFERENCE 

Act  June  2,  1S;15, 

Section  26 

FKRSONNBL 

l6  (F5 

AUDITING 

ACTIVI^  PRRFORKED  NO.  Lj 

of  * policyholders  '>  payroll  rscordse 


PURPOSE 

So  that  payroll  auditors  can  personally  examine  the  books  of  the 
assured  for  the  purpose  of  aee-ertainirg  the  exact  payX'C'llibr*  the  policy 
year  on  which  to  base  o\jr  actual  earned  premi^un  as  applied  ag;aift.f;t  tha 
estimated  premium^ 


-68 


i 

\ 


' '7  ' 


~8a- 


Y-v, 


<ri.:. 


-K  4:se#!Dea:Hi'”  I 


t ' ■ 

r nr/it'iSS., 


• mr  ^ I ijtiipi'i  w|i ' 


, , ' "V  o JC^O  ^ ^ 


^■-  :■  TV?'*’:"'/ 


:<5»;(^a.’ 


Tiio  ©e34 


$340,^ June  2,  1915 
Section  26 

^RSMEL 

31  (?) 


STATISTICAL 
ACTiyitf  PERFORM  KQ. 

Preparation  of  tfindor^rltlog  Statlst?j2s 


PTJRP06E 

To  eod^  prsGluM  colloctiQHSp  c.aacalletiona  ead  ad justimats  as  a result 
of  euditSj,  divideiid  credita^  ©tssc  ®.g  reasi^ed  Tros  Talaulat Iri^g  Room  slxowiag 
dess,  typ«  of  peyEjfsRt  (©aauni  or  iaetallQeat } f,  effectiT'e  dat  e of  policy ^ 
policy  au’s^)©rj,  transectioa  code  and.  amouata  inToivedp  after  first  of  eecii 
moatbo  To  r®eepitu3.at.5  these  figuras  and  eater  ia  tfo.cs  lafccrcs  Record ^ 
euifflsariziag  tb.s  pranjiusEs  m'ittea  aech  moath^.  oha  record  of  insurance  In  force 
th©  earned  premiujiis,  upon  re-lnsuranoe  pr®mlujE£^  are  calculated j,  and 

and  amual  sumariaatioa  of  taeee  figures  for  Sahadul©  ’’P**  of  the  Annual 
StateiBenta  To  subiait  saoiithly  sad  quertariy  reports  to  the  Dopt=.  of  Labor 
and  Industry. 

ACTIVm  PLRFCeiED  m.  16 

Ifebulating  Lose  paym-nts  and  Intarayt  Psycsnts. 


PIBPC^ 

lb  K^intaln  ® suxsif.ry  of  icses  papmutsp  inadicsl  and  QO.tspensationp 
by  monthly  requisition^  for  uas  in  aomplling  tho  Annual  Stst^'msnto  To 
isaintaln  a mutfely  sumary  of  intarsat  prymentB  for  the  sBits  purpose  p and 
to  maintain  both  rscords  for  oramlnatlon  by  the  Iasu.Teao"='  Dept.- 

REFTREWCE 

Act  ^0,  Jua©  2,  1915 
Section  26 

PSRSONI'^L 

22  IF) 


DEPA.RTl'^NT  OF  LaOR  OTLS^nRI 
STAI^  VjORhklVS'  jufeT:mi;CK'"FT]MD~' 
D jS  *Ig  iCT  "off  ices 


ACTIVm  -B^EFCBmp  m.  17 

Supsririsioxi  of  ectli?ities  of  tb.o  nirjs  district  offisea  of  the  Stot« 
^orJcnKm’s  lEsuraacis  Fvjad 

ACTIViry  PERFORMED  NO.  l8 

office  roeol^es  clai-aa  auhznitted  hy  the  b.omQ  office j,  records 
thsiE  daily g sad  aealgne  thsa  to  ea  adjuatsi'  who  aervicee  that  particular 
territoryo  Oiaiiaentf,  phyaiciea  end  licspitel  are  contaotodo  The  eatployer 
Is  contacted  to  obtain  payroll  and  other  information  required  for  pra= 
peration  of  compenset. ion  agraenjsntso  Claiajs  are  refirned  to  the  hoDas  office 
for  final  dispositiono  Lost  tiius  caeca  era  roinTasti^atad  end  followed 
until  clalitihut  returns  to  tsorkj,  and  cese  is  closed  by  final  receipt;)  or  by 
RefereOa  Board  or  Gour'to  CoEpenaaticc  cheeiss  ai^a  received  by  district 
offices  and  raailod  or  delivered  to  claimarit  by  adj’vister^ 


PURPOSE 

To  maintain  these  records  end  sorviCQ  the  cleinifi  from  district 
office©  thereby  raduciag  the  amc'unt  of  transportation  costsy  end  other 
investigetion  expeasOc-  To  render  proiirot  service  to  claimant  a and  to  the 

aseured.. 

REPEI^NGB 

Act  '"^40,  luna  2,  1^15 
Section  26 

PERSQWL 

1 {¥}  ■ 


District 

Phi  IcdQlphia 

i8 

(F| 

n 

§2  =■ 

Harriahurg 

F7 

f 

(r) 

« 

Potvsville 

>=^ 

3 

{F^ 

sf 

f4  - 

3 anbury 

39 

3 

{F,i 

K 

- 

Pittsburgh 

22 

(F) 

« 

ih  => 

Wilkee-Bexre 

15 

(F,! 

f7  - 

Erie 

3 

iF) 

rt 

Greeasburg 

b 

(F] 

" 

Johnstown 

- 

3 

(F; 

OF  NULlLiPp  AFFaiRj 


EXEGTJTIVS 


AOTjjiTY  mniamm  no  a 


A<3  nlBi  at  ra  ti  T® 


PmPQSK 

Plenj,  forKJulQts  aad  saslns  affactiTS  pro^ediixe  sad  rulas  partaining  to 
DepartMato  Bse.rj  i-dcards  of  proportyo  fiiiaaoe  aoscuB/fca  aad  military 
recorde  of  tlJQ  PsBS-giylTaaia  State  Gaordj,  (Natlcaol  Guard  now  in  Federal 
Ser¥i<se)p  Ci¥i?^p  Spsnia£i'=-^-'iE®riot-:a  and  World  War  lo  Rsquisitionicg  of 
ell  clothing  end  fall  eq-uipr.eat  for  ths  panneyl^anla  Stata  Guard  coxelet” 
lug  of  ©nprosKlmstely  5/^^^  officers  and  enlisted  muc  Supervisian  of 
Indianto^r  Gap  Rr^aarratior ^ whied  inoludas  u®. intenanee  of  Steta- 

owned  aquipmsnt  e:ad  houses  o 

SuperTialon  of  Enlst'anansa  asK3-  repair  of  Stat^j-owned  and  2 rented 
armor ie So 

Supervision  of  SoMisr^s  &,  Sailor »a  Eofjie  B.t  Erie  providing  care  for 
indlgeBt  soldiers  from  T^s.n'ssj l:wm i&.o 

Supervise  edainistration  of  foodp  fusi  end  clot, ding  orders  for  needy 
Q3:=-©erviee  msUp  rsc’.  eppHsatioas  for  couipoasatiofi  ©ad  hospitaliaation. 

IffiFERENCE 


Act  of  April  ]I,  1793 

Section  207  i® ; of  tbe  Adusilnlsferatj  va  Coda, 
FERSOMKE.L 
8 if} 


MAIL  Aig  I 'm 

.i'lf  iT-Cj's 


MaiatBia  genorai  o©rro:3p  on  deace  fife  end  record  file  of  officers  and 
enlisted  E»a  of  tfe®  Pennsylvania  State  Guards 

M&lataia  in  stoalt  all  Katlonai  Guard  suad  War  Pepertment  blank  forma 
aad  publicat ioaso 

Meil  end  moseeager 

PIRPOSE 

C^e  end  file  g©a-^ral  correspoadence  aad  furaish  info riiet  Ion  from 
flleso  Military  rogulattOEiiS  require  e cexd  I'ecord  file  b©  kept  for  all 
m©u&'@rs.  of  the  Psnnsy^  ani*  State  O v^rd  and  Nai-ioaai  Guard,  Furnleh 


etQtamsat©  ot  military  serTioOc 

Supply  all  vtuita  of  t3ae  Ir  iui.o  State  OuarO.  Manic  fortne 

and  publlcetioas 

Dietril)ut.ioa  of  mail  to  touraraj.a  i.itfeiii  Dspar'cmsat  and  collecting 
eaiE3  from  P^Oo  and  Central  i^aillug  Roonin 

REFSBEKCS 

]?}«Gc  Ro  1 

(0| 

PERSONINE  L 

2 (F) 

1 (F) 

1 if] 


PERSONAL 

ACTIVllY  1 

MaiEtala  icoecrcla  of  organlsat icas  ansi  pareoztael  of  appiroj.iHSBt©iy 
59OOO  officers  and  enlistod  n©a  of  Pana@y].¥aaia  Stato  Omrdo 

i.l®o  maiataiii  al3L  rocorde  of  for^sr  'arganizatlons  aro.d  jrazifcore  of 
the  P®nE3yiTsjiia  Naticaal  Guard o 

PDRPCSS 


15©©plr®  record  of  chaagee  and  status  of  organ i2:a t ioas  ©md  agsmbers 
of  tif.®  State  Guard  nad  2'<atioaal  Guard  for  ailltary 

Furiiisli  hietorleg:  of  rijllitarj  ©rgaais^atiocs  aad  statssaaats  of 
ser^lc®  ^l3i@a  r8qulr©d.r. 

BEFERENCE 

Kational  Guard  Regulsttcais  HOo  1 
PERSOimi 
7 IF) 

ACCOJNTXHl 

ACTiFiTy  PKRFOiaeED  110.4 

Maintain  ac-coimtipg  rsoords  iuclMlng  o;?;p©;adituiro  and  budget  control^ 
as  wall  e.B  revenue  receipts  of  tfe©  Departnent  a;o,d  all  of  it  a ogenciooc. 

M&inteln  individual  WltbtioMing  Tan  raeordo 

Prepare  and  appro??'®  requisitlcBs  for  supplias  for  tb©  Dapertment 


I 


S'  ■.jf-l 


M . jgu  ? . 


i/ii'.'Ci'iai  t- 


./;  At  W 'jii  WltM.  litti 


bti: 

r--' 


E'il  of  Its  Rgexicfeo, 


Audlit  axpsnso  TovcbiarB  prior  to  s’jt'rdQcl  on  to  ‘^.udltor-Oeaaral 


Pl^CSE 


Provide  ar  eocorate  record  of  axperd Itrrss  and  receipts  ee  pre- 
scribed ty  tiis  Budget  Sesretaiy  for  tixe  entire*  Dspartmant 


REFER  liUCE 

(0? 

PERSONIMSL 

6 (F) 


OID  REQORDS  & VET.  GCdiPENSATyQW 

ACTIVITY  PERFCBMSD  110,  5" 

Maiatais  erllstaeat  rocorda  of  SpoBisti=.t@??r4fi6SA^  Wsrlid  X 

BOldiarej,  and  Psrjasylvsala  .Netional  Gusrdo 

Maintain  fils  of  SpacisL-AGericsn  and  W'orld  War  I applications  for 
Pennsylvania  bonus, 

PURPOSE 

Upon  request  furaisb  inf orsBatlai  or  statgi^nts  of  eervics  of  Civile 
Spanish^Araeo'ican  end  World  War  I end  fornjer  rasn^jers  of  tho 

Pmasylvonie  National  Guards 

Poynsest  of  Penn-sy It anla  fccn-us  to  eliglb3.e  applicants  of  Spanish- 
Acsrican  and  World  War  1= 

laeusnce  of  Pennsyivanis  National  Guard  and  World  War  I mdels  upon 
rsquasto 

REFERSiCB 

(0) 

Act  53,  approved  Jan,  5f> 

Act  28;,  approved  Msr,  lb,  15'^ 

Act  54.,  approved  Apr^  2ii,  1>37 

PERSONNEL 

a (F) 


D3PAR'rii:NT  OF  iiJ'FAXSB 


g.  I 


ACTwm  mBwmm  kocG 

As^-ffilttietratioa  of  ruactioas  S'Set'S  Aresnal 

pug^og: 

RsspoBsl'blllty  for  r®c©iptt,  storage  and  tssa®  of  iKilitary  clothiag;, 
©quipi!®at  and  ordnaao®:  it©;i7iQ  to  mite  of  tSis  P©Eaayl¥aala  Stat©  Guards 

REFERENCE 


Kefcional  Giiard  Hagrj'.Iaticas  NOo  1 
PERSONIiiEL 

3 m 


LABOR  & MAINTo  SECTiai 

ACTWlTf  g^'fiFCeMED^NoT  ?_ 

Labor  epitj  maintsHanC'?  work 

PLRPC6E 


i-QSuirsgj,  r©clal£?iJ.Eg  sad  etorlEg  military  propertyo  Maiateaaaes  of 
pesseager  cera  bsA  tru^sksj,  a©  's'eH  a®  rspaJlra  to  garaga  iBacbiaeryp  boilers  ^ 
steam  lineSf,  ©tOo  Cars  of  groaKda  aad  btJ.ildiaggo  Maintato  a phyeloal 
cheek  of  all  property  stQm&  in  Irsaaal  buliaiBss  as  to  location  ard  eaf©» 
keepingo 

‘Ik-aaeportaticai  of  military  clothing  and  equlpaaat  by  truck  when  needado 
Fir©  Arsaaal  boiler  roo.n  (t^i  ©unsaar  josontha  driT©  trucks ^ keep  buildli^s 
oleaiXp  assist  in  ropsirs^  painting  azjl.  upkesu;:  also  now  J^ima  and  trim 
shrubbery } o 

Ouardiisg  Arsanal  buildlr^s^  (24  hours  a day) 

REFERENCE 

(0) 

PERSONNEL 


12  IF) 


SHIPPINQ  & KECEIVINa  WIT 

activuy  performed  noTT 


PiSCfiipt  and  sliipEte-ct  of  clothing  and  supplies  to  units  of  Stat 
Guar  do 

pmposE 


Issuenc©  of  clothing  end  supplies  to  unite  of  the  State  Guardo 
Keep  record  of  emcimte  in  stockj,  condition^  sizes*  etCo 
Minor  repair  of  leather  itsmap  rifles ^ ©tOc 

REFERENCE 


National  Guard  Regulationa  Noo  1 
PERSONNEL 

4 iS’l 


GARAGE  UNIT 

AGTIVITf  PSRFQRLED  NO.  S 

General  garage  work  - Chauffeur  end  truck  driver. 
PURPOSE 

Servicing  cars  and  t-ruc.fea  ■=  minor  repair  jobs. 
REFERENCE 

{0! 

PERS0N1€L 


DEPAPT^'.:.'■i'^'^  OJ'  WILITJiaY  AJT.AIRo 


STATS  TOTERAKo  <>  0 Q^TSS  ION 


ACTIVrrY  PERFOHMSD  m.  10 

Administration  of  aseietecc®  tc  Tsteiena  acd  their  dopandablo ,,  in 
th«  way  of  foodffu§l  and  clottili^g  or-’darRo  Aleo  aducationn],  allowanee 
to  orphans  of  ’^ateraiiiSo 

PURPOSE 

Assist  needy  vsterara  amd  tceir  dapondenta  xantll  such  time  ea  they 
obtain  gainful  erployiaent  cr  aro  tek-tn  up  on  the  rolls  of  a relief  agency. 


REFERENCE 


Administrstire  Code  of  April  152S,  PoL.  177  {Sectica  20^) 
PERSOimi 
2 JFJ 


lUTESTIGATKH  MIT 
ACTi?iiy' PERFceMD  No,n 


In^eetigatlcaiEl  ??ork  in  connection  «5.1t-h  applioationa  for  assletancec 
PIPPOSE 


Datermis*  eligibility  of  eppl.l cants  for  assistance , 

REPEREICE 


asm©  sa  ebove 
gERSQKiEL 

3 (FI 

ACCOUMTIKG  ia?IT 
ACTIVITir  PERFQR^D  NO.  12 

rr— -wwwnn  - ri  iii  -i  ^n-r*'  ■ 'i~ni  1 ■ ~i>i  i~»  1 in  n 1 1 1 1 1 1 

preparation  of  quarterly  ©cua  bi-annual  budgeta  arA  lojnthly  and  semi- 
njonthly  reporteo  Pr<i?pex«  returned  oraor  for  nacaseary  eccountlig  end 
requieiti ceingo  Mail  te  rT-neera^  laadlordsj,  merchants j,e to. 


.■■'p 


\ 


\ 


C7I 


KH 


V',>r>:v‘  ■! 


. •'  1 i 


Vw, 


'1 


■'J 

r 


PURPOSE 


C0515) nation  of  reocrt.s  J'oi*  Qocu:;.’'etc,  aoc ^unt ing  of  all  eocpendit'oi’os- 
REFEBENGE 

Mninistrat iTO  Cods  of  April  P-Lo  177  (Section  PC'?) 

PERSONNEL 

5 (F) 


MILITARY  RESER^fATIOH 

PEHFOBMID  NQo  13 

Maintenanee  siid  raps  is’  of  all  sot  or  rehiolea  and  mex-hineryB 
Maintonauae  aul  lepair  of  ell  Statt-cwned  bnildingSo 
PURPOSE 

S®  If-explaaat  car/ 

REFERENCE 


PERS(a?NEL 

3 (5*1 


STALS  GUARD  ESADQUARTERS 

a&ULJU.o  J tuTJ-g  -I» 

ACTIFITY  PEFFORIvlQ  NO.  14 

Training  of  Penney Ivania  Stats  Guard 
PURPOSE 


Self=explanetcry 


REiFRENCE 


Act  epproved  M^ro  li;,  1^41?  3 

PERSONNEL 

4 (J’l 


3 


" ■ r'  T., 

1 ♦ ' ' I* 


'.  '..I'li 


DEPARB^E^fP  OF  MILITA-HT  JlFFAIRS 


STATS  A^ORY  BQAFil? 


ACTIVITY  PEBFCRMSD  NQo  15 

A<liDlii3.str8t.ioa  of  Dolioy  siid  procodtirs  as  adopted  fcy  State  Ariooiy 
Board  relating  to  opera tloag  nieiRtanaace ropalr  and  improvement  of 
31  State®o3?ned  aad  2 raatod  arcjoriasp  ij!:;,cln3.i:ag  personnel  o 

Personal  inspection  of  all  sraiories  for  j-'VA'poae  of  determining 
necessity  for  repaiie  and  ig}|;'ro¥'3rjiSD.t end  investigation  aa  to  proper 
performsiac©  of  duties  by  armory  personofic 

Supervision  of  adadniat ration  and  jBaintanancs  of  armorfea  in 
Philadelphia j,  Pittobur^phj,  ScrantRO.  ard  WtlkoR-Barrao 

Janitorial  service  in  ariaf^rifsso 
PURTOGI 


Car®  end  maiiitenancs  of  Stets^-Q^jasd  armaries» 


REFERENCE 

See,  Ig  Act  of  May  11,  1505,  Pc Lo  1?7 

|0| 

PEBSOITOSL 

(F| 

jl  (FT) 


r ■•  7. 


i 


li 


•r'  ' ‘ ' */- 


miK  CONTROL  COmsSlON 


ADMINISTRA-TIVE  BTJR5AU 

II  m.im^ita^iwwwa— 1/ 


ACTIVITY  P£P>OR^!ED  NO,  1 

Perform  all  datieo  ae  prescribed  by  the  Vilk  Control  Commlselon 
from  time  to  time,  including^ 

1«  Genersa  supervision  of  the  Bureau  of  Baforcement;  Division  of  Re- 
search j and  Bureau  of  Account Bo 

PURPOSE 

To  co=»ordinnto  and  mintain  the  administrative  activities  of  the 
Milk  Control  Goisaiaslon  for  the  benefit  of  the  Kiiifc  industry  and  the 
people  of  the  CoumonKealth. 

REFERENCE 

S - Act  No.  105.  lo  4i7, 

of  April  £?S.  1937 » SIB  amended, 

PERSONNEL 

1 (F) 


ACTIVITY  PERFORltfED  NO,  g 

Take  dictation^  tyne  and  file  corresrpondsnc®!  prepare  stencils 
and  master  coulee  a?  required  for  the  offices  of  the  Secretary,  the  Wilk 
Control  OoBiaissicn  and  it  a various  bureaus*  and  to  reader  such  other 
assistance  as  may  be  neeessaryo 

PURPOSE 

To  perfors  etenographlc  and  clerical  duties  and  assist  the  Secre- 
tary, 

REFERENCE 

^0) 

PERSONNEL 

1 (F) 


ACTIVITY  PmFORMED  NO, 

All  necessary  «orlc  required  to  enforce  the  proviaione  of  the 
Milk  Control  Dav,  including^ 
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^ . . V * A>!y>  - 

:^xii  .ls»m 


:. ,;;  ‘jr.-r,.7, 
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,-.  ,, m ^syspK  _ ■- 

'Hm'-  ig-siaEBB^cusiK  IXA  •; ' 

t' ..;  ^eaA  X'iSTCi?^t'^v 


■?  =■'?  "i'lp  " .:  r -v 


Drafting  of  pepnrs 

2,  Atti^x<3.^no«  at-  hearlngn  held  hy  the  Cormnl 8*51011 

3o  I*x*t>paratiou  and  conduct  of  hearings  and  trial  of  cases 

"before  the  Cominlasicn,  and  the  several  courts  of  the  Common- 
wealth, Including  courts  not  of  record, 

4,  The  furaiehing  of  legal  advice  to  agents  and  employees  of  the 
Commission  as  to  their  work  and  duties, 

5,  Attendance  at  hearings  held  hy  Federal  agencies,  hoth  within 
and  without  the  Commonwealth, 


PUBFOSE 

The  enforc'oment  of  the  previsions  of  the  Vllk  Control  Law, 
REFEREITCE 

S=^  The  Fllk  Control  haw  known  as  Act  No.  105,  approved  April  28, 
1937,  a«  amended  by  Act  No,  177,  apnrovad  July  24,  1941,  and 
Act  No,  soprovedf  June  4,  1943* 


PERSONNEL 

3 (y) 


ACTIVITY  PERFORMED  NO.  4 

Clerical,  stenographic,  and  secretarial  work  necessary  for  the 
conduct  of  the  I»egaX  Bureau,  including J 

1,  Taking  and  transcrihiag  teetimony  "by  the  Hearing  Stenographer 
2o  Typlsig  of  correapondenc®,  hriefe,  cltationa.  Findings  of  Fact 

and  Orders  of  the  Commiasion,  agreements,  and  other  documents,  etc. 


PURPOSE 

Self-esplanatory, 

REFERENCE 

S=.  The  Filk  Control  lew  as  above  recited. 


PERSONNEL 

3 (P) 


ACTIVITY  PSRFQRMlg?  NO,  5 

In  charge  of  all  account!?  of  the  Cornffllssion? 

lo  Audit  and  scrutinise  all  bills,  invoices,  and  expense  accounts 
of  travelling  emnloyces,  of  the  Commlcaioni  including  the  carry- 
ing on  of  correspondence  with  vendors,  field  employees  or  fiscal 
Departments  concerning  same. 


PURPOSE 

J^iintaln  and  supervise  all  accounts  of  the  f'ilk  Control  Commission, 
both  receipts  and  dlgburaements.  Order  and  maintain  stock  of  supplies 
and  equipment. 
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BJSFSRillJCB 

S ^ No«  105,  'P,  L,  417, 
April  28,  1937, 

PERSONNEL 

1 (F) 


ACTIVITY  PERFORMED  NO.  6 

RacelTe  all  incoming  moneys, 

PURPOSE 

Take  care  of  all  receipts  for  the  yarlous  liceneee,  refunds, 
underpaymante,  otOo 

REFERENCE 

S - Act  No,  105,  P,  L,  417, 

April  28,  1937c 

PERSONNEL 

1 (F) 


ACTIVITY  PSPJDR?iED  NO,  J 

Op^m^GT  in  cfcnrg®  of  Addraasograpfc,  Ni!r.oosraph  and  Standard 
Duplicator  Machines, 

PURPOSE 

Operate  office  mjachiaes,  ^’ailing  and  messenger  service, 
REFERENCE 

S Act  No.  105,  Pc  L,417, 

, April  28,  1937, 

PERSONNEL 

1 (F) 


ACTIVITY  PSHFORMED  NO,  8 

Secretary  to  Chairman,  John  M,  McKee  and  Memher,  H,  H,  Cohb  of 
the  Milk  Control  Commission, 

PURPOSE 

Secretary  to  Commltsioners  and  take  cars  of  Feraoanel  Records, 

REFERENCE 

— 

PERSONNEL. 

1 (F) 
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VILE  CONTHOL  COWT^ISSIOH 


AC COUNTS  AKD  STATISTICS 


activity  PERyORWED  NOp  1 

Hecalpt,  ateinpins,  codifying,  enterlDg  and  clsaslfylng  of  reports 
as  received.  Auditing  for  conpietensae  and  Eathematicel  correctness. 
Analysis  of  the  various  asset  and  liability  items  compared  with  previous 
years  records  particularly  with  the  past  seven  yearns  record,  to  determine 
trends  and  chahges  in  the  financial  condition, 

FUHPOSE 

The  detailed  analysis  of  the  Financial  Statement  is  required  to 
determine  the  propriety  of  all  investment c \rsed  and  useful  in  the  opera- 
tion of  the  milk  industry  by  each  dealer  and  to  determine  the  propriety 
of  operating  expend?>tur6s,  the  operating  margins  neceeeary  and  the  amount 
of  excessive  chargea,  sepecially  administrative  ealaries,  advertising  and 
other  itema, 

REB^ERaiCE 

S-The  "Milk  Control  I<aw"  known  as  Act  Ho,  I05,  approved  April  28, 
2.937,  AS  amendsd  by  Act  Fo,  177  approved  July  2^,  I9MI  and  Act  No,  3^5^ 
approved  June  4,  1943, 

F=,The  United  States  Dsnartment  of  Agriculture  hae  used  summaries  of 
theee  Financial  Statements  in  the  administration  of  the  Agricultural 
Marketing  Agreement  Act  of  1937. 

F«The  Office  of  Price  Adrinist ration  in  the  administration  of  the 
General  Price  Control  law, 

F«The  commodity  credit  Corporation  la  administration  of  Subsidieso 

Pc.War  Food  Admlnletratlon  in  administration  of  coneervatlon  orders, 
PERSONH.SL 

3 (y) 

3 


ACTIVITY  PERFORMSD  NO,  2 

Receiving,  atamping  entering,  codifying,  and  claasl^ng  reports. 
Checking  for  completeneee  and  mathematical  correctness.  Analysis  to 
determine  the  correctness  of  prices  paid  for  the  various  claeslfications 
as  submitted  by  the  dealers.  Tabulating  of  the  information  accordlixg  to 
the  various  captions  indicated  on  the  report.  Comparative  analysle  with 
previous  months  and  the  same  periods  in  previous  years  to  determine  changes 
in  the  trends  of  production  and  prices  paid  to  producers.  Checking  with 
Financial  Statement  and  with  amount  of  Bond  to  determine  adequacy  of  the 
amount  of  the  Bond, 
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PUHPOSE 


These  report?  sad  audita  the  Piirsau  of  Oiforcement  determine 
the  compliance  of  the  milk  dealer  vrith  the  rules,  regulations,  and  Offi- 
cial Order  of  the  Coit>mi9sion» 

REFSRS2iCE 
S - 
T » 

PERSOMEL 

g (P) 


ACTIVITY  PERFORMED  HO,  3 

In  order  to  properly  evaluate  the  various  factors  affecting  the 
production  and  distribution  of  milk,  the  Commiesion  must  make  certain 
basic  studies  of  peculiar  problems  certain  markets  or  of  certain  types  of 
operations*  Such  studies  are  conducted  vhenever  necessitated  by  re'ison 
of  changing  methods  of  production,  transportation,  or  distribution* 

PUHPOSE 

la  the  promulgation  of  official  orders  by  the  Commission  for 
various  milk  marketing  areas,  thelOomsdEsion  must  establish  minimum 
in  prices  to  be  paid  producers  for  all  milk  and  must  establish  minlfnam 
resale  prices  for  milk  and  cream  sold  at  retail  and  wholesale,  endeav- 
oring to  set  prices  and  differentials  so  that  all  types  of  operators,  both 
small  and  large,  will  have  the  same  cost  for  milk  f,o,b*  the  point  of 
market, 

REFERM<CB  , ' 

S — * 

F - 

PERSONNEL-  ' 

1 (F) 

2 (PT) 


ACTIVITY  PERFORMED  NO,  4 

The  receiving  tabulatirsg  and  analyzing  of  economic  data  affecting 
the  production,  transportation,  processing,  manufacturing,  dlstrllmtlon, 
and  consumption  of  milk  and  milk  products.  This  data  is  obtained  from 
several  hundred  different  sources  as  periodically  issued  by  other  govern- 
mental and  private  agencleSo 

PURPOSE 

To  determine  the  relationship  of  the  milk  industry  in  Pennsylvania 
to  the  national  scope  and  recognizing  such  factors  in  the  promulgation  of 
official  order  of  the  Cornmisslon, 

s » 

P - 
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PERSONNEL 

1 (F) 


ACTIVITY  Pgli'OBJ^SD  NO.  5 

Tha  assimilation  end  evalviation  of  the  various  factors  contained  In 
data  secured  and  preparing  ouch  data  for  presentation  at  'public  hearings. 

The  analysis  of  'oubllc  hearing  records  to  set  forth  "Findings  of 
Fact"  in  order  to  promulgate  official  general  order  of  the  Commleslon, 

PURPOSE 

Thl»  procedure  is  reoulred  in  order  to  properly  control  and  regulate 
the  Bilk  industry  in  Fennsylvaiis.  in  accordance  with  the  "Niiic  Control 
•haw,  " 

BEFERMOS 

S - 
F ^ 

PERSONNEL 

1 (F) 

2 (FT) 


MITJL  (X)KTSC'L 


ATOITS  and  IHVgSriQATIOHS 


ACTI7ITY  PJilBFOitWEl^  gO.  \ 

Sreporrlae  an<i  diroct  a-itiyi/iles  of  flTe  field  offices  and  approxi- 
ffiBtely  50  persons  cons! stirs  of  auditors,  dairy  specialists,  inTesti- 
gators,  "bond  clerks,  stenographers  and  clerks.  Confer  with  and  reconmend 
to  ^’ilk:  Control  CoByBiselonsTe  action  on  particular  prohleins,  cases  and 
policies.  Confer  vitb.  riilk  dealers  and  representatives  of  groups  in  the 
milk  industry  on  nroblars  ^i.ff acting  the  industry.  Settlement  of  cases 
Involving  underpa^ymciit  and  d«lin?iuen,t  payment  to  milk  producers,  i^ase  on 
and  make  decisions  in  cases  to  be  referred  to  the  Vilk  Control  Commission 
for  their  action.  Approva  Issuance  of  licensee,  type  and  amount  of  bond 
and  coordinate  the  work  of  the  Enforcement  Bureau  with  the  Legal  Section 
and  Research  Bureau  {Account®  and  Statlstios.)  Generally  administrate 
and  direct  activltlee  of  Bureau  of  Audits  and  Investigatlonsc 

PURPOSE 

To  enforce  Milk  Control  lews.  To  insure  proper  payment  to  milk 
producers  and  promote  eo«-op«ratlve  ralatlonship  betwssn  milk  dealers, 
producers  and  consumer e, 

REP  EREHC  £ 

Is)  (H) 

(S)  Act  105  - Section  3OI 
(R)  0,G,0,  Bui 

PERSONITEL 

1 (y) 


ACTIVITY  PEEPOiG*SD  UQ.  2 

Take  dictation  and  type  letters,  make  reports  and  regulate  office 
procedure  as  required  for  the  office  of  the  Director,  Keep  records  of 
Individual  work  reports,  tabulate  audit  report  and  record  individual 
expenses  of  all  bureau  personnel,  ^feko  raport  forms,  and  file  corres” 
pondence  and  perform  related  duties  as  required, 

PURPOSE 

To  perform  stenographic  and  clerical  duties  and  assist  the  Director 
of  Bureau  of  Audits  and  Investigations. 

REFERENCE 

(R) 

PERSONNEL 

1 (F) 
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ACTIVI^  PERfORMSD  NO.  3 

Aesiat  th«  Director  of  It^forcsKont  especially  in  the  review  of 
examlnatione  and  audits  ae  riada  by  the  field  forces  and  submitted  by  the 
sup^rviaor  of  the  field  office, 

PURPOSE 

To  cupervlB©  details  and  insure  proper  operation  of  a system  used 
In  the  Enforoeraent  Bureau  ar.d  assist  the  Director  as  required, 

REFERENCE 

(R) 

(S)  Act  105  Section  301 
(a)  0,0.0,  B ^ 1 

PERSONNgL 

1 (F) 


ACTIVITY  PEEFURysP  HO,  k 

Take  dictation  and  tyns  correepondence  as  required  by  the  assistant 
director,  ^^Intaln  card  files  aad  filing  of  audits  and  exefflinatloaB  where 
no  violations  exist.  f%.lni;aln  aSle  with  a card  record  showing  operations 
of  all  milk  dealers  so  that  information  can  be  secured  at  any  time-, 

PURPOSE 

Clerlca?,  and  stenographic  assistance  to  promote  efficiency  in  the 
Harrisburg  Office. 

REFERENCE 

CR) 

PERSONNEL 

1 (F) 


ACTIVITY  PEBFORVED  NO.  5 

Mai 'flu  a in  ^ eompl^'te  file  and  abstain  of  all  audits  and  examinations 
where  Commlesion  nciian  has  been  taken  or  le  in  legal  nrocess.  Check  expense 
accounts,  Payweats  by  milk  dealers  for  distribution  to  milk  producers  and 
serve  as  a direct  contact  between  the  Degal  and  Audits  and  Investigations 
Bureaus. 

PURPOSE 

Coordination  of  ^egal  and  Enforcement  Bureaus  and  assistance  in 
the  proper  functioning  of  the  Division  of  Audits  and  Xnvestigatlonsc 

REFERENCE 

(R) 

PERSONNEL 

1 (?) 
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ACTIVITY  PgiyORM^D  KO,  6 

Check  audits,  nuporvise  filing  aud  hookkeepinga  ReceiTe  payments 
on  underpayment  cases,  p-^et  finas  snd  calculate  amount*  due  Where  under- 
payment* are  found. 

PURPOSE 

Supervlee  filirig,  checking  and  hookkeeping  section  and  follow  legal 

caBes. 

SEFERMCE 

PERSONNEL 

1 (F) 


ACTIVITY  PERTQRMED  NO.  ? 

leeue  I<lceaeee  to  ?*-llk  Dsalere. 


PURPOSE 

Licens®  and  hond  all  milk  dealers  for  the  protection  of  both  milk 
dealer*  and  prodacertc.  Kcap  and  maintain  records  for  collection  or  de- 
fault on  bonds,  Feg,p  and  mafntaia  record*  for  the  proper  and  efficient 
enforcement  of  till  e licenBlag  and  bonding  provision*  of  the  Niik  Control  l^aw, 

REFERENCE 
"~Ts)  (R) 

(S)  Act  105  Section  4oi 
(R)  0.G,0.  B ^ 1 

PERSOilNEL 

2 (F) 

1.  (PT) 


ACTIVITY  PERFOIU^ED  NO.  g 

laeue  Licenses  and  Permit*  to  V/eighera,  Testers,  and  Sandler*, 

PURPOSE 

Licenoe  weighero,  sampler 3 and  teeters  of  milk  and  milk  product*  so 
that  producers  are  aeeured  payment  on  accurate  teatc  made  by  a comoetent 
and  intelligent  person  sc  licensed,  Keep  and  miataln  record*  for  proper 
and  efflclmt  enforcement  of  Bame, 

REFERENCE 

~^Ts)  Act  105  - Section  6OI 
(R)  O.GoO.  B ^ 1 

PERSONNEL 


ACTIVITY  PERFOI^ED  H0„  9 


Filing, 
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PUEPOSS 

Maiaten£.nce  of  filixjg  entire  ‘bureau,. 

PJSPSRiNCE 

fl) 

PSRSOHNEL 

1 PT 


ACTIVITY  PERPOSMEP  NO,  10 

Exaffilnation  of  Viik  Dealers  fiecords. 

PURPOSE 

To  effect  proper  and  just  pa7n'ent  to  milk  producers  by  smaller  type 
milk  dealer#  and  thereby  insure  a healthful  and  adequate  supply  of  milk 
to  consumers,  For  inspection  by  Federal  t'arketlng  Administrator  in  co- 
operation with  the  J^ilk  Control  Co?nc7t68ion  for  "^ayment  of  subsidy  to 
milk  dealers  and  enforcement  of  Federal  Quota  Regulations. 

REFEREKCE 

(f)  (s)  (e) 

(F)  F.D.O.  79  and  O.P.A,  0^4 
(S)  Act  105  ~ Section  701 
(E)  B.=l 

PERSOMEL 

10  (P) 


ACTIVITY  PmOEPED  NO.  H 
Audit  of  J^ilk. 

PURPOSE 

To  effect  pi’oper  and  adequate  jtaymant  to  milk  producers  by  larger 
type  milk  dealers  and  insure  a r^uXar,  adequate  and  healthful  supply  of 
milk  to  consumers.  Regulation  of  tha  milk  Industry  ir  Pennsylvania  to 
conform  with  laws,  order*,  and  regulation  of  the  Wllk  Control  Commission, 
For  inspection  by  Federal  Varkotlng  Administrator  in  fo-operatlon  with  the 
Milk  Control  Commission  for  payment  of  subsidy  to  mill  dealers  and  en- 
forcement of  the  Federal  Vuota  Regulations, 

REFER  giCE 

Tf)  (s)  (s) 

PERSOHEEL 

17  (F) 


ACTIVITY  PERFORMED  HO,  JL2 

Physical  Investigation  and  Test  Check. 
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PUSKjSK 

tJaad  ta  Instarc^i?  vh&ra  exiat  In  milk  plants  where  a 

serious  douht  exi-ts  as  'x  the  proper  record  and  operational  Infonnatlon 
concerning  the  milk  plant,  or  V’herf^  coiriplete  records  and  information  are 
not  presented  or  aTallable, 

HEFERBiCE 

“”3)  (H) 

PERSONNEL 

Conducted  hy  employees  from  groups  10  and  11  above  as  assigned. 


ACTIVITY  FERFOSyED  KO, 

InveBtigatlon  of  Report  of  Violation* 


PURPOSE 

To  obtain  compliance  with  ^’llk  Control  laws^  Orders  and  Regulations, 

REFERESCE 
* TS)  (R) 

(5)  Act  105  - Section  30I 

(H)  0.a,0.  Be-l 

PERSONNEL 

” r(p) 


ACTIVITY  PERFORyED  SO,  l4 

Technical  Inspection  of  Weighing,  Sampling  and  Testing  of  Milk 
and  Milk  Products, 

PURPOSE 

To  insure  payment  on  prop^^r  tests  under  laws  governing  payment  by 
weight  and  test  and  that  weishing,  samplirg  and  testing  is  done  by 
qualified  persons  with  proper  equipment  and  adequate  knowledge  of  the  tech- 
nicel  operations  involved, 

REFERENCE 

Ts)  (E) 

(S)  Act  105  Seotion  6OI 
(R)  0,0,0,  E^l 

PERSONNEL 

~nr(F) 


ACTIVITY  PERFORMED  NO.  15 

Supervision  of  Field  Offices, 


PURPOSE 

Supervision  of  given  area  to  obtain  compliance  with  the  laws, 
rules,  orders  and  regulations  of  Milk  Control  Commission. 
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A«:-BigBW6Zit  of  duties  and  luntr'actlon?.,  aoGcmbly  of  infornatlon  and  reports 
for  use  in  the  regulatloa  of  tbs  iriiriC  industry.  Promote  and  coordinate 
the  proper  relation  between  vaiioua  phases  of  the  milk  industry  In  a 
■narticular  area. 

keference 

(s)  (R) 

(S)  Act  105  « Section  3OI 
(E)  O.G.O, 

PERSOKEEL 

5 (F) 


ACTIVITY  PEEFOETO  KO.  I6 

Steno^rarher-'Clerfe^^’-ake  dictation,  type  letters,  reports  and 
required  data,  S^eep  card  records,  file  records  and  correspondence  and 
attend  to  allied  duties  in  the  field  office  at  Pittsburgh  and  Philadelphifto 

PURPOSE 

, Clerical  and  stenographic  assistance  to  promote  efficiency  of  the 
field  office, 

REFSRSECS 

‘ (r) 

PglSOKMSL 

2 (F) 
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DSPAHTM'CKT  OF  MIN£3 


AGTIVOT  PFF.FORMF.D  IlO.l 


Tli©  Department  of  Mines  Is  engaged  in  t,h,e  work  of  suporvloing  tbe 
©zeeutloa  of  tlie  mlnlBg  lews  of  tti©  Coiataonwealtli  of  Pennsylvania,  the 
cere  aa<l  publisetioc.  of  the  Annual  Reports  of  the  inspectors  connected 
with  the  Dep(2irtiii&nt  j,  and  other  etet  1st  leal  reports  pertaining  to 
accidents  ar.d  coal  ehipjtientSc  'The  Department  is  charged  with,  the 
responeihility  of  aiding  end  instruct ii'ig  the  isine  InspectorSf,  inspecting 
mines  and  investigating  accldentss.  The  Depertnent  of  Mines  ahallj, 
through  its  Inspoctors^  conduct  eramlnetione  of  applicants  for  Certificates 
of  Mine  Foremoiif  Assistant  Mine  Forercenp  Tire  Bosses,  Miners,  Mining 
MBchine  Runnere,  Shot-firers  and  Mine  Electric lane o The  Department  of 
Mines  is  charged,  insofar  ae  it  is  poesihlOp  with  seeing  that  the  2,000 
coal  minae  within  the  Cootr.onwealth  of  Pennsylvania  are  operated  safelyo 

P0RPC6S 

To  provide  for  th®  health  and  safety  of  persons  amployed  in  end 
about  the  coal  mine©  of  Pennsylvania  end  for  the  protection  preserva- 
tion of  property  oonnoeted  thereiUlth* 


REFERENCE 


(S)  Act  Of  Jun,©  2,  1891,  Polo  176 
(S)  Act  of  April  14,  1^03,  PcLo  180 

(S ) Sections  l^Ol  and  15^2,  Administrative  CodOj,  approved  April 
1523,  Pel,  177. 

PERSOBSEL 

5^  (F) 


A.CTIVm~  PERFORMED  NOc  2 

Gsneral  Statist  leal  and  other  neceaeary  work  performed  — Compile 
and  publish  Annual  Reports  pertaining  to  product ion^  days  worked,  employes, 
eccidante,  etc,,  covering  the  Anthroclto  end  Bituminous  Regions  of  Pennayl- 
venlBo  Compile  report  of  Anthracite  Monthly  Shipmentso  Issue  o safety 
bulletin  monthly  covering  sech  Haglon.,  Anthracite  and  Bituminous,  These 
bulletins  contain  e.  deecr-lptloa  of  each  fatal  accident  with  a suggested 
remedy  for  the  pre^’^ention  of  a similar  accident  in  the  fut.ureo  Ifieep  a 
record  of  all  fetal  and  aon--»fatal  accidents  occurring  in  and  around  ths 
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raiESSo  lesus  csriiricataa  to  appliaeate  w!io  have  euccosefully  paBoed  tha 
different  eiraminat  ion©  rsqvirod  hy  Secretarial  and  editing  worJCo 

Filing  and  mailing-  Coacpiling  and  tj-ping  of  niuoaroua  etatlotical  forme 
requested  by  tbs  public  srd  tbs  gansral  accounting  of  monays  received  and 
©spanded  by  tbe  Department^ 


To  preserva  for  public  «ee  reccrd^  i^bich  cannot  bs  obtained  elsewhere 
and  to  compila  statist  ice  which  ars  highly  ©asentinl  in  determining  the 
cause  of  accidents  and  la  forstul&ting  rules  for  th©  prevention  of  accidents 
of  a siiallar  natisre  In  tha  future  = To  supply  the  public  damand  for  current 
Informstioa  partalalng  to  .arjiaing-. 

REFERENCE 

t A-l/AU  .IIJ* 

(S)  Act  Of  June  2,  Pc  Lc  I76 

(S|  Act  of  April  14,  150?,  ?o  lc  180 

{S|  Sections  I50I  and  Admlnletretivi®  GodSj  approved  April 

Po  L.  177  D 
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PEKlJSYLVAMm  BOARD  OF  PAROI-E 


EXECUTIVE 


ACTIVTIY  PERFORMED  WOd 


Supervise  tb©  pereonnoi  of  tiie  Board  end  guid©  the  administrative 
function  for  ©fficieat  operetioHo 

ACTIVIiy  PERFCR&gS  NO^g 

la)  Attend  meetings  called  hy  tho  Chairaiaa 

(b)  Personal  interview  of  ail  persona  ©ligibi©  for  parole  by 
Board  M9ni)ar8  at  institutions  before  final  aotlona 

(c)  Analyze  all  available  testiiaony  on  each  case  presented  for 
consideration,  before  final  action, 

(d)  Approve  QT  dlsapprcw©  ell  cases  presented  at  Board  ineotlngSo 

(e)  Apprcsve  or  dleapprcv©  policies  affecting  adminiatratlve 
natters j,  parole  ectlvitiea  and  personnol  problcjnso 

(f)  Analyse  the  present  Parols  Act  and  consider  and  recommend  such 
changes  a©  are  neceseary  for  improvement g for  legislative  action, 

PURPOSE 


Administer  the  parole  laws  of  the  Commonwealth  of  Pennsylvania. 
RSFERSKCE 

S Act  3^4  - Sections  1,  3»  17 

PERSQNNSL 

4 in 


Acmror  perfcrm&d  no,  3 

(a)  Present  parole  applicationsj  reports  and  documents  to  tiie  Board 
f®*  official  aetiopo  Becord  decisions  of  the  Boerdo 

{b  I Supervise  the  employes  heoessary  to  carry  out  the  duties  of  pra<= 
parole  activities:, 

(c)  Fulfill  preliminary  requirements  by  preparing  and  obtaining  oaeo 
recordSj  reports  of  invest IgatlonSg  eanding  notices  of  meetings^  scheduling 
interviews  for  Board  oexabers  with  applicant Sg  etCo 
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di  Oorreepond  ifit-ii  iniosteep  rsletlTeSp  proepectlva  opaueorBp  employerfl, 
attornaySp  Juidgeop  district  attcrngycp  etCo^  giving  informBtion ^ roquestlDg 
reports,,  explaining  policies  and  procedur ec.,  etCc 

PIKPOSE 


Maintain  recorde  of  Board  activitiss  and  proper  administration  of  the 
busiaeBs  of  the  Beardc 

REPEREUCS 

S Act  323 

Sections  llj,  l8f  and  24. 

PERSQNKSI 

7 (F) 


ACTIViry  PERFCB^  NO.  4- 

(a)  Microfilming  parole  records  related  to  parolees  dleoharged  from 
Bupervieion  5 yaare  or  more  8go= 

(b)  Vie®  proeossed  filiatte  eM  index  samSc 

(c)  Analyse  cae©  fdlder©  to  be  filiasd  and  eliminate  duplicate  coploe 
of  records o 

PDRPCBE 


Reduce  the  cost  of  maintaining  filos  and  eliminate  the  duplication 
end  congoBticm  of  fileso 

RSFERENGB 

PERSORNEL 

1 (7) 


sens  I The  monthly  evorasa  prsperola  caee  load  handled  by  the  Board  ia  aa 

follona  s 

Parole  333 

Roperoie  44 

Recommit  31 

Total  '408” 
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PEMSYLV/J-ilA  OF  PAROliJ 


PAROI2  SUPERVISION 


ACTXVITY  PERFORMED  NO.  1 

(a)  Adaiiniater  and  direct  the  operation,  of  the  dietrict  officeB^ 
(At  present  there  are  eight  district  offices )c 

(b ) Farraulate  and  prepare  procedures  for  the  operation  and  proper 
conduct  of  Parole  actlvitieso 

PURPffS 

Properly  administer  the  parole  laipe  of  Pennsylvania 
Ses  that  policies  and  directives  formulated  by  the  Board  Ifiembers  aa 
to  parole  duties  ere  perforaed  by  tho  omployesa 

RSyKRENCE 

S Act  323  =>  524 

(I) 


5 

1 (PT) 

NOTE;  There  are  approxiasetely  8} 000  parole  cases  in  Pennsylvania  at  present o 


ACTIVIIY  PERFORMED  NOo  2 

(aj  Supervise  end  direct  the  activities  of  all  parolees  of  other 
states  who  now  reside  in  rennsylvanla 

(b ) Conduct  preparole  investigations  of  sendlE^  and  receiving  Btatea-< 

PIBPOSE 

To  comply  with  the  Federal  Interstate  Compact  Lawaj  whereby  authority 
is  granted  to  supervisa  persons  paroled  by  other  states  and  now  residing 
in  Pennaylvanla^  where  such  states  agree  to  perform  similar  services  for 
the  Common  wealth  of  Peimsylvaaiac 

REFERENCE 

F Federal  Interstate  Compact  Laws 
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BEJEBEKCZ  {CoQti  ) 
S Act  323 
Scot ion  33 


5 (?) 


NOTE  I Approzimtitely  1^000  lAteretate  OorspzQX  cr.sea  are  being  bandied  at 
present  in  PennsylvenlSr 


ACTIVITY  lERFCg!^  HO.  3 
Stetlstlca 

PrV^re  and  control  etetlsticel  dsta  effecting  the  operEtion 
of  the  Board  of  parol©., 

(b) 

PT51P0S3 


Enables  the  Board  to  hrTs  an  Intalllgant  picture  of  the  novenent  of 
parole  populations, 

REIEKSKCE 

(0) 

PSRSCNNEL 


2 (F) 


ACTIVITY  HiPFOFIiSD  NO,  4 


Recorda 

Maintain  files  of  case  hiBtce"las>  stc,  of  all  eriniinals  and  parolees 
under  the  juriadlction  of  the  Board  of  Peiole, 

PURPOSE 


Elifflinptes  confusioa  and  loss  of  esse  histories. 


RSFERENCE 


(0) 
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ACTIVITy  PERfORMSD  MO.  5 


Superviee  and  adminiete?  ruloo  and  i*8gnlat;lonB  preecribed  for 
tbe  ©ffielsnt  opera ti on  of  a district  office o 


ACTIVm  PEEFCRifUiD  NO.  6 


Parole  Agents 

(a)  Interview  pereonally  end  periodically  ecch  pcrolee  assigned 
for  supervisioHo 

(b)  Perform  iavestlgatioaa  of  paroisea  when  naeessary. 

(c ) Perform  special  inveatigetions  when  requested  by  superioTBo 

ACTivrry  prj^FOPuMSD  mo.  7 


Clerical  Eenployes 

(a)  Dictation  end  typing  of  correspondence^  repcsrts  and  administra- 
tive offltterBo 

(b)  Keeping  statistical  reports  and  records. 

(c)  filing  ceee  bistorlssp  reportSp  forme  and  correspondence 
(dj  Perforin  general  clerical  wcrito 

PURPOSE 


Manage j control  end  direct  tb.8  employes  assigned  to  a given  district 
office 6 

REFERENCE  ' 

S Act  "^4 
Section  11 


PERSCgJNEL 

MEN’S  DIVISICHS 


5 

4 
8 

5 


(F) 
(F) 
(f ) 
(F| 
(F) 
(F) 
(F) 
(F) 


- DoOo  No.i  - 1321  Arch  Street ^ phlledelphia 

” 2 - 1107  lew  end  Flneaco  Bldg Pittsburgh 

- 3 “ ^07  Ebcer  Building ^ Rarrleburg 

- ^ 4 “ Mi?  Deposit  and  Savings  Bank  Bldg. , Wilkes-Barre 

“ 5 25  West  High  Street,,  Belleforxte 

- b = l'^5  Fris  Trtist  Bldg^p  Erie 

- 7 ^ 53^  Hamilton  Street,  Allentown 

=>  *’  8 * Butler  Savings  and  Trust  Bldg,  Butler 


WOMEN’S  DP/ IS  IONS 


5 (F)  - VI  Oo 
3 (F)  - 
2 (F)  - 


NOol  = 1414  South  Pena  Square,  Philadelphia 
2 ” 1408  Law  and  finance  Bldgo , Pittsburgh 
5 State  Induatrlsl  Home  for  Women,  Muncy 
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P?.ms?n'ANIA  BO/JID  OF  P.^iOIE 


.^^aOUNTIHG 


ACTIVITY  PERFOBMSD  KO.l 


Maintain  and  control  all  approprietloiia  and  azpanditureso 
PURPOSE 


To  Intelligently  account  fotr  all  expenditures  of  appropriations  to 
the  Boesrd  MemberSs  Budget  Secretary  and  the  fiscal  offices  of  the 
Comfflon'jselth  of  PeansylTania. 

REFERENCE 

S Act  ^23 

S Act  177  (Adrainistratl^'o  Coda) 

PERSONNEL 

2 iF) 

1 (PT) 


ACTIVITY  PERFCR^ED  NOc  2 

Personnel 

Maintain  personnel  reccrds  of  each  employso 
PURPOSE 


Maintain  control  of  eaployes  for  the  Board,  Budget  Office  end  Gover- 
nor’s Office  o 

REFERENCE 

S Act  177  {Administrative  Code) 

PERSONNEL 
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ACTIVITY  PERFORMSD  HO.  ^ 


P«rQheae>8 

{is  j Prepare  purchase  requests  for  office  equlpmout^  machinery , 
materials,  eupplles;,  stationery,  printing  and  binding,  automotive 
supplies,  and  forward  to  the  Department  of  Property  and  Supplies. 

(b)  Prepare  agreements  for  the  rental  of  such  office  equipment 
as  is  required, 

PURPOSE 


Aaa^ire  en  adequata  amount  of  equipment,  material  and  suppllea  for 
the  proper  operation  of  the  Board  of  Parole. 

REFSnEMCE 

S Act 

Section  10 
PPJ^SQENEL 
1 (F} 


ACTIVriY  KJRFORMjD  KO.  4 

Mimeograph  Service 
PURPOSE 

Reduce  the  cost  of  printing  where  practical,  and  meet  emergency 
problems  which  arise, 

REFERENCE 

(0) 

PERSONNEL 


1 (F) 

ACTIVITY  PERFORMSD  N0.<j 


Janitorial  Service 

Keep  headquartere  offices  clean  end  orderly 
PURPOSE 

Self-explanatory 

REFERENCE 

^0) 

PERSCKNEL 

1(F) 


-7- 


i*  * 


V'# 


; ••-«»“.  •.«-»■-  ~«V 


>"VV  t ■ >»G’'I 

• ./...vc^r;- .:  ■^■. ^ ."a 

• i’.U'l  ■ •■  ^ - 


f ?/ . X 


vttr^^ZA 


5. 

... 


-^a5<r: 


So  '.' "^ V (T^- '■■  ■ ■ X .t^^3 


i:yi 


HISl'OIlIGAt  A??B  COMMISSION 
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ABCaxyHlS  AND  MU5BUM 


ACTIVITY  PERgOmSD  NO.  I 

— ii.>i».  II  ■!  11*,"  • I-P 

MuBsiatt  Dlvislca 

Acquire^  preserve  £md  display  permanent  exhibit*  llluctratlog  the 
natural  histor^fj  th©  arte^  the  history  and  education  of  Penneylvanla, 
inoludln^  the  plsaniag  aud  building  of  enviroamental  and  hietorioal 
group*  and  rooss. 

Plan  and  ar:^^ng«  apocial  exhibits  to  auppleaeat  the  pemanent  oaefo 
especiallj  along  the  of  fine  arts^  applied  eclenee,  and  arte  and 
crafte* 

Aoseesioa  and  catalog  all  artifacts,  rolics,  and  lllustratlTe  ob-i 
jocts  that  are  received  by  the  Musouaie  i 

Handle  large  nuabora  of  individual  visitor*.  Provide  gnldeg  and 
lecturers  for  school  pupils  and  other  vieiting  groupSo 

Aesiet  public  askl!^  for  data  on  snieeiwa  aateriol  or  identification 
of  objects  brought  to  the  l^uee^ya.  Perform  requested  nmsoua  researt^. 

Photograph  Mus9\j,gi  exhibit* • 

Select,  catalog,,  pack,  ship  and  repair  lantern  elides  for 

educational  uss  by  scliools,  cimrchaa,  club®,  and  indlvlduale.  Make  neir 
slides.  Prepays  printod  claaeed  lists  of  elides.  Operate  projection 
machines  ^®a  offioially  required, 

PURPOSE 

To  5ae3»rlalise  and  jnake  a record  of  Pennsylvania,  past  and  preeente 

Interpretation  of  Museum  sorviooc 

Maintenaaea  of  a lentsm  elide  collectloa  a*  a speciflo  aid  to  vlsiutl 

education, 

KS]iSR£NCE 

S Admial  strati  VO  "od®.  Section  1305,  Sub«-eeotien  (j), 

PERSONBEL 

(P)  7 


ACTIVITY  PBRPQRMBD  HQ.  1 

Archive*  Division 

Collect,  olassify,  index,  repflAr,  preeerve  and  make  available  for 
public  reference  auch  public  record*  of  the  Commonwealth  of  Pennsylvania, 
of  its  political  Bubdivlslonsc  and  such  other  archival  manuscript*  that 
come  into  the  poseaosion  of  the  State  Library, 

Furnish  certificate*  relating  to  the  public  records,  military  and 
civil,  at  are  In  its  possessionc 

Mit  and  publish  further  aerie*  of  the  PBMIISYLVAHIA  ARCHIVES, 


: ‘■•.i 


. j • . • ^ 

,'"  : * *■  ■'  ■'  ■ „ ^ '. 


■Z  *■* 

•yf  'r  " ■ 


i ' Yi*  * 


* f 


f 


:',  .'-'.a;,  ■•>  ^ .*.  j; »■  ’ SXfr  vvi-'  -iv^i '•  ’ 

Jbrj. 

,iiKv 


e 


• *.  "'. 


.r^’I'C  bS^-9  fv 'V 

SifX  iil 

■J  tc  £ii.sXi}bq  /):m 


'■2-M 


xm'cme 


PUFP0S5 

2116  oeatraltsatioa  of  p'olilic  rocorde  sf  hletorlcal  Talu«  for 
refereace  by  stats  officials^  achclars  and  other  cltlzenB, 

The  printed  record  of  Pannaylvanls  archlvea. 


BmEPNCB 

S Ad/alniatmtl^e  CodOe  Sestlon  1305*  Stib=- sections  (b)*  (d)*  (e) 
(f)*  and  (g)e 
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ACTIVITY  ?SHyOIg@S  KQ>  1 

Admlaistreti'^e  Masicgeaent  - asccutlng  pros^aae  an^horlged  and  direct- 
ed by  Historical  ComiBsioRf  gapervlaing  estployeesg  pj?eparing  reports  and 
plans  for  Comnslssion  consideratlor.p  preparing  Coswilssiaa.  reports  to  Depart- 
aent  of  Public  Xastructione  Insp-sctiRg  mi  supervislne  maintenance  and  re- 
storation ■work  an  tbs  historic  properties, 

FURPQSa 

This  is  esoontisl  for  the  6-»:3.cca3B  u.f  the  other  activities  carried  on 
by  the  CoiitKiiselon,  The  resolutions  of  the  Ocscaiasion  in  regard  to  specific 
esaignments  of  historical  or  archaso logical  •work,  or  In  regard  to  malnten- 
anc4p  restoration^  protection  snd  visitation  of  the  properties  are  ^^aryiad 
into  effootf  and  the  rasulte  reported  for  further  consideration^ 

ItSPSHiaaOE 

S Administrative  Code,  Sections  503,  504,  600,  1309j  Aot  of  July 
25,  1913,  P,  L,  1266,  and  amending  Act  of  June  22,  1917,  P,  L, 
6M* 

B Numerous  specific  Cosimlsslon  resolutions  directing  that  certain 
work  be  don®, 

PEBSOBiagL 

8 (?T) 


Acnvm  _jo^ 

financial  Managssi^t  preparing  gonsrsl  Cofanilsaloii  and  special  pro- 
perty budgets  and  financial  stattmente,  mslnt^ning  detailed  fonetienal  bud- 
get control,  preparing  rsquieltion  reiiueets  for  supplies,  equipment,  etc,, 
e3q)editlng  and  forHerding  et^plies  for  the  historic  properties  and  the  Karris- 
burg  office. 


PUBPOSE 

The  budgets  flamiGlal  statements  provide  a convenient  means  of 
meeting  the  periodical  requosts  of  the  S^morlntendent  of  Public  Instruction 
for  information  for  budget  requests  and  statements  of  estimated  exoandltures j 
they  also  keep  the  Cemmlasion  icforciod  regarding  e^qjendltures.  The  functional 
budget  control  makes  It  possible  to  keep  each  type  of  activity  within  iti 
budgetary  allotment.  Information  regarding  r^pllee,  equipment,  etc.,  needed 
for  the  office  and  the  properties,  is  readily  available  in  the  Coimsieelon 
office;  therefore,  requisition  requests  are  prepared  there,  and  tranemltted 
to  the  Department  of  Public  Instruction  for  aettxal  requisitioning. 


KEiEREHCE 

S - Admiaiatrative  Code,  Sections  212,  709b,  601,  606, 


—3— 


psRsomcsi 

2 

1 


m 

(FT) 


ACTIVITY  PSRFOKglP  NO.  B 

Historical  Ksssarch  and  '-Writing  •=  gathering  Inforaiatlon  "by  mlorofll» 
copying,  notetaking,  typewritten  copie*},  TOoperativa  arrangenente  %rith  other 
agencies,  clipping  newspa?)<fir8j  arranging^  orgenisi-ng  and  filing  the  siateriele 
thus  gathered}  and  cojap^iing  reports  la  th®  form  of  bulletins,  folders  and 
articles. 

fUBPOSE 

Awareness  of  the  facts  cf  the  great  past  and  present  of  PenneylTania 
will  do  much  to  encourage  sound  patriotism  and  ^od  citiBenahip.Accordlngly, 
th«  Historical  Cosnaisoion  has  instituted  various  research  progrens  to  In- 
crease this  knowledge,  and  to  make  more  informal  on  available.  The  War  History 
Prograa,  currently  In  p^-^ross  folloiri.ng  a request  of  the  State  Ootmoll  of 
Defense  on  January  21,  1942,  is  collecting,  preserving  and  compiling  source 
material  essential  to  a full  historical  record  of  Pennsylvania  In  World  War  II. 
Similar  research  aseignmente,  oa  a smaller  scale,  hjxva  included  outlines  of 
Pennsylvania  history,  government,  resources  and  blogrmhjT}  a study  of  the 
historical  background  of  ths  Indisaito^.«i  Otsp  ragioaj  the  colleotion  and  arrange^ 
oent  of  sources  relating  to  the  French  and  Indian  l/ar  in  Pennsylvania}  and 
varlouc  other  special  topics  of  Pennsylvania  hlstoxy*. 


REPEEHHCa: 

S Act  of  July  25,  1913,  P%  Xh  1265,  Section  4,  as  emended  June  22, 
1917,  P.  h.  624,  Sactlcn  1. 

Administrative  Cods,  Section  1309,  a,  s, 

pmsomsL 

3 CPT) 
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ACTIVITY  PSRgQHI^  NO.  4 

Archaeological  rasearofe  and  vrlting  - gathering  Information  by  field 
surveys  and  excavations  of  Indian  alteo,  mak5.ag  scientlfie  aualysee  of  data 
gathered,  and  compiling  reports.  (Hotel  This  activity  is  virtually  doimont 
in  wartine  for  lack  of  specialized  labor,  but  it  Is  normally  a major  aotlrity, 
es^loylng  from  five  to  ten  men  during  Spring,  Summer  and  Pall  of  eadi  year. 

PURPOSB 

The  romantic  appeal  of  the  story  of  Pennsylvania's  aboriginal  inhabi- 
tants makes  it  an  excellent  ap]>roach  by  which  to  arouse  interest  In  Penn- 
sylvania history.  By  Its  vary  nat^ire,  the  scientific  anthropological  study  of 
the  Pennsylvania  Indians  must  be  a public  responsibility,  if  it  is  to  be 
carried  out  at  a^l. 
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S Act  of  uuly  S5,  1313,  Pi  L,  1265,  Ssctlan  4,  eB  amended  J^me  22e 
1917,  PL  624,  Ssctloa  1, 

Adinialitratlr®  Cede,  Sootton  1309,  a,  a,  1, 

psBsosm 

s dfa?) 

S (PT) 


AC»gI71TY  PiaPQEMFU)  HO..  5 

Sdlt  reperta  end  otha?  i-le^orlcal  end  archatioloeldal  manuacrlnte  for 
pul>licatlon  - p!fsp&?infi  Keaxiacrlpta  fo?  jhs  prlnte?,  marking^  titling,  read- 
ing proof,  end  indexing* 

PURPOSE 

file  miblicatirn  of  the  re^-alts  of  bistoricGl  And  archaeological  re- 
•earch  la  nececfiary  to  ssak^  this  Inf’cmatton  sreilabla  to  the  publlOf  aa  a 
meena  of  promoting  intsreat  in  Psnaaylvania  hi  story*  Furthenaore,  the  Coa- 
Blatloa  encourage*  such  rasaarch  hy  other  agsncios  or  individtxAle  by  errang- 
lag  far  the  publication  of  Botirce  cQll©ot?.on0  and  other  aids  to  raeenxeh,  and 
by  cooperating  la  the  publication  or  rspuhli cation  of  ijuportant  hieterloal  or 
archaeological  studies  vdiich  could  net  othervla©  b®  made  araileble.  The  0<m- 
olssloa  publications  include  folders  deecribing  and  explaining  the  elgnlfi-^ 
canoe  of  the  : propestl^ss^  povulnrly  bTitten  pcanphlets  on  rariotit 

phases  of  i’ennsylvania  history,  scarce  books  sad  research  aids,  and  scholarly 
contributions  to  Penasyi’^anls  history  and  anthropoLogy, 

BKPEKBHCB 

5 Act  of  July  36,  1913,  P.  L*  1255,  Section  4,  as  enended  June  22, 
1917,  Pe  L,  624,  Section  1* 

Administrative  Code,  Seatton  1309,  a,  d,  «,  1, 

PBRSOHNSL 

6 (PT) 


ACnil’CS  PSHPOBtlED  HO^  6 

Eistributo  bulletins  for  public  information  throu^,  or  by  arrange- 
ment fdth  the  Plvieion  of  Doouaects  ->  preparing  mailing  liste  on  the  basis 
of  individual  requests  frem  historical  sooletlss,  schools,  public  libraries, 
institutions  of  leariiing,  and  individusle  interested  In  PeMsylvanle  hlrtoryj 
and  typing  mailing  labels, 

PURPOSE 

Carefully  planned  distribution  is  necessary  to  make  intelligent  use  of 
the  material  produced  by  the  activities  outlined  above. 


5- 


5 Act  of  July  25,  1913«  P,  L,  1265,  Seotictt  4,  aa  anieadBd  Jrme  23> 
19X7,  P.  L.  624,  Section  1, 

M^nlfitrative  Code,  Soctlw.s  1309d,  621,  2406e. 

m^msi 

4 (PT) 


ACX2Y1TY  PERFOPMSD  HO.  7 

Answer  inquiries  rolatiye  to  historical  «yad  archaeological  ajattere, 
and  especially  in  regard  to  Tsrifi cation  of  laecrlptionc  for  historical 
markers  to  he  erected  by  ether  agencies, 

PUBPOSt: 

Maziy  Inquiries  regarding  various  tonics  of  Pennsylvania  history  and 
archaeology  are  received  either  hy  th®  Commission  directly,  or  are  referrad 
to  It  by  ether  State  agencies.  Some  raqulre  conslderahle  researdi  to  assure 
an  adeqxiato  and  accorate  reply*  Furthenaore,  all  historical  markers  erected 
within  the  Cemonvealth  asust  he  sppropsd  hy  the  Historical  CoaBnlssioao 

HEElRKtrCB 

S (for  marker  Inacrlptions) , AdmlnietratiTe  ^oda.  Section  13091j  Aot 
of  April  24,  1929,  P.  h.  650, 

0 (for  ordinary  inquiries) 

PESSOm^SL 

10  (PS) 


ACTIVITY  PERPOHIgP  MO.  8 

Promote  interest  in  State  and  local  history  in  the  schools  hy  ovgBXh^ 
Izing  Junior  historical  societies,  by  cooperating  in  their  actlrlties,  and  hy 
publishing  a special  bulletin  to  nsaintain  their  intereato 

PORPQSB 

The  objective  of  creating  an  active  interset  in  State  and  local  history 
among  the  school  children  of  Pennsylvania  is  being  carried  out  by  the  organi- 
sation of  Junior  Elstorlan  aluh«  In  the  various  high  schools  of  the  StatOoThe 
Historical  Commission  cooperated  in  their  ragiatial  conferences  held  at  Erie, 
Harrisburg,  Philadelphia,  PittEbur^^,  and  last  Stroudsburg  in  1944,  and  sup- 
plied material  end  suggestions  for  programs  and  activltiesc  "The  Junior  His- 
torian,** their  q?mrterly  bulletin,  publishes  articles  prepared  by  student 
members,  thus  recognizing  their  trork,  end  stimulating  increased  interest, 

BEIERJS^CB 

R Historical  Commission  resolutions, Numbers  99,  108,  132,  136,  143, 
180,  244„ 

PERS0H3SL 

1 (K?) 

4 (PT) 
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ACa*^71TY  PSRPCRKSD  HO.  9 

CooT>e?atc  wltli  hic^torliJal  siid  archasolo^cal  socletleg,  atlnulatlng 
their  iRtereet^  coorr:ina*:ln<^»  their  aitlvitiee^  and  giving  advice  and  aeeie- 
tsnce  la  their  programs* 

PUPPQSS 

This  activity  provides  a::i  economical  means  of  lacreaBlng  production 
of  historical  and  nrchaao logical  puhllcstions  and  rosearcho  It  prevents  oTer-= 
lapping  and  duplication  of  effort  hy  local  and  private  agenolee  and  the  State 
government » through  mutual  knowladga  of  v?hat  ea<^  is  doing*  end  is  host  e{iulp= 
ped  to  do. 


BSyt^R/jK  CB 

S Act  of  July  25*  1913,  P.  1,  1265b  Sactioa  4,  as  amended  June  23, 
1917*  P.  L.  624,  Section 
Administrative  Code,  Section  1309e. 

R Hlatorical  Commifielon  Hesolution  (-OTirnahsrad)  adopted  Fehrunry  r>, 
1940,  renewing  earlier  resolutions. 


(PT) 


AtyPlVKTf  NO.  10 

Inspect  maintain  historic  markers,  erecting  nev  markers  a«  authori- 
sed hy  Cosimlt9ion» 

PURP03B 

Eistorical  markers  serve  as  reminders  which  fix  historical  facte  defini- 
tely la.  terms  of  place,  in  the  minds  of  thoee  who  see  them*  'Phay  give  suh- 
stance  to  history.  The  Cosmission*  on  its  own  Initiative,  or  In  oooperatlon 
with  other  organisations,  has  er?5Bted  about  136  markers,  and  is  new  responslbls 
for  maintenance  and  preservation. 


B£SSH73iCS 

’ F”  Act  of  July  26,  1913,,  P.  1,  1265,  Sections  1,  4t  Administrative  Code 

Section  1J^9,  a,  b, 

PEESONHEL 

2 (PT) 


ACT! YPgY  PSKgORMBD  HO 11  _ . ^ ^ 

Maintain  bulldlnga,  collections,  furnishings,  equipment  and  gxoundi 

of  historic  propertlas  with  advice  of  advisory  boards  where  e^etent. 

(a)  Old  Economy,  Anbrldge 

(b)  Pannsbury  Memorial,  Bucks  Co\mty 

(c)  Port  Augusta,  Sunbury 

(d)  Cornwall  Pumaca,  Cornwall 

(e)  Governor  Prints  Park,  Delaware  County 
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(f)  John  Morton  r.c,'tiastends  Delavare  County 

(g)  Danlrl  Boone  Hccostoad^  Berks  County 

(h)  Fla#:;i?hiT»  Nto^ara,  Brls 
(1)  T:uhr ata  • Clo  i s t er  ^ Enhrnt  a 

(j)  Pottsgrovo  Mansieng  Ptittsto^'fn 

(k)  Drake  Well  Park*  Titusville 

Notei  The  acquisition  of  additional  nronertlos  ha*  been 
nuthorlseds 

(l)  Robert  Pulton  Romeetead,  Lancaster  County 
(®)  Site  of  Port  LsBosufg  Waterford 


PURPOSE 

The  Hletorioal  Gerrnniaslcn  is  rosponslhia  for  raalntainlns  eleven  hietortc 
oro-oerties,  and  will  ‘bocone  retiponsihle  for  two  laora  whan  purefcase  ha*  been 
coumletad  by  the  Departmsnt  of  Property  and  S’^olles.  They  require  conmusue 
care  and  attention  to  keep  thsa  in  condition  befitting  the  historic  shrines  ox 
& great  Comnonwealthe  Even  the  aost  modam  building  needs  continual  petty  re- 
pairs, as  do  thass  historic  buildlpgs  and  relics,  wlt)v  the  added  requironent 
that  historical  values  niust  be  considered*  Rousske^^ing  tasks,  dusting,  clean- 
lag,  lawn  aowlag,  gardening,  painting,  and  the  like,  require  staffs  of  oa^'= 
takers*  The  nropertlea  have  sducatlonysl  and  recreational  value  to  the  dtlsene 
of  the  CoaLuoawoalth,  and  an  economic  value  through  attracting  tourists  froB 
other  States, 

Old  Econony  consists  of  the  principal  buildings  of  the  old  Haraony 
Society,  an  Interesting  sjqaeriiaent  In  communal  living  and  iadustry#  Psinnsbury 
Manor  recreates  the  country  heme  of  Willlss  Penn,  the  founder  of  Pennsylvania* 
Port  Augusta  was  a significant  frontier  outpost  In  the  French  and  Indian  War, 
and  the  American  RevolrtioUe  vomWi^ll  F’.irnacfi  is  one  of  the  oldest  ironworks 
in  Pennsylvaaise  Governor  Prints  Park  is  the  site  of  the  first  white  settle- 
ment and  govemaent  within  the  State*  John  Morton  Homestead  is  the  birthplace 
of  a signer  of  the  Declaration  of  Independence*  Daniel  Boone  Homestead  eos»- 
memorates  the  birth  of  America's  most  noted  pioneer.  The  Flagship  Niagara  is 
a restoration  of  the  ship  in  ii^iich  Porry  won  the  Battle  of  Erie*  Ephrata 
Cloister  Includes  the  rensinitg  buildings  of  an  imuenal  religious  community* 
Pottsgrove  Mansion  is  ©n  outs^tandlng  e;temple  of  colonial  architecture,  Drake 
Wall  Park  commemoratss  the  W7ld*3  first  successful  oil  well,  Robert  Fulton 
Homestead  is  the  blrthulaoe  of  the  famous  engineer  and  Inventor,  Fort  Le« 
Boeuf,  site  of  French,  British,  and  American  posts,  was  the  scene  of  George 
Washington's  first  action  la  public  life. 


BSFEREHCB 

S Administrative  Gods,  Section  1309,  f,  g.  Act  of  July  26,  1913, 

P,  L,  1265p  Section  4,  as  amendod  J^ine  22,  1917,  P,  L,  624,  Section 

1. 

(a)  Act  of  July  21,  1919,  P,  L*  1086t  Act  of  May  26,  1943, 

P,  L.  608, 

(b)  Act  of  April  26,  1929,  P,  L*  781, 

(a)  Act  of  June  26,  1931,  P«  1»,  1387, 

(d)  Act  of  May  21,  1931,  P*  L*  186. 

(e)  Act  of  May  28,  1937,  P,  L*  1000. 


(f)  Act  of  June  26,  ir»39c  Pc  Ii.  1088. 

(g)  Act  of  Jine  2,  1937,  P.  L,  1179. 

(h)  Act  26,  1939,  P.  1.  1108, 

(1)  Act  of  Jua©  27,  1939,  P.  L,  1117, 
(j)  Aot  of  AugiiEt  5,  1941,  P,  L,  830* 
(fe)  Act  of  1,  1943,  P«  L,  805. 
(1)  Act  of  August  6,  1941,  P,  L.  849, 
(n)  Act  of  Jnme  4,  1943,  P.  L.  873. 

pgRS0H?IEL 

10  (ST?) 

25  (PT) 


ACTIVIOT  P33RIOPHFJP  ]|0.  12 

Develop  astu  I'astox’©  Metoric  prcpsrtiss  (listed  nader  11)  vlth  advice 
of  mdTiaory  "boards  tsrhcre  ©ri stent, 

PUPPOSB 

Before  the  sieanlng  and  slgnifioanca  of  tiie  historic  properties  c«i  "be 
fully  dessonstrated  to  tho  public,  carafal  rnd  accarate  restoration  of  tlM»lr 
original  appearance,  surroundings,  eqtiipjssent  and  fumiehlnga  raust  he  Taade, 
Purtlierjaox^^  the  properties  should  be  developed  with  a viev  to  faciUtlss  for 
the  convenianc©,  cotafort  nnd  rscrrjation.  of  visitors,  These  are  long-rejige 
undertakings,  of  course,  to  1)©  carried  out  as  funds  permit. 

REgSRMCE 

S MrainistratlYs  Code,  Section  1309,  a,  1»  Act  of  July  25, 

19135  P.  Sj»  1256,  Sestisu  1,  Ssctioa  4,  as  amended  Jun«  22,  1917, 
P.  L,  624,  Section  other  Acts  listed  under  11, 


8 (FT) 


ACHYITY  PSRKlHMED  IR).  13 

Guard  and  protect  historic  properties  (listed  under  11), 


PUHPOSB 

It  Is  necesesiy  to  have  guards  or  watchmen  stationed  on  the  properties 
twenty-four  hours  a day  to  protect  them  from  such  hasards  as  fire  and  theft. 


REFERSNCB 

3 Administrative  Code,  Section  1309,  f;  Act  of  July  25,  1913,  P.  L, 
1265,  Section  4 aa  amended  June  22,  1917,  PL  624,  Section  1;  other 
acts  listed  under  11. 


PBRSOKHBL 


»«9*. 


3 

19 


in) 

(PT) 


activity  ^ ^ Ti’i 

Ckiids  and  iiti’ar:^  visit-ors  to  Metorl3  i^ropartlea  Ulctad  under  11>  c 


^Visitors  axe  giilded  and  directed  to  the  v/jxloue  ohjecte  of  Intareet 
on  the  nropertieSj  and  inforr;^d  a«  to  their  aignlflcanco.  This  is  really 
incidental  to'  the  gnfixdin^  of  the  property^  hut  servea  a useful  Tmrpose*  for 
many  features  of  the  prop&rtiae  ara  raeai^lneless  to  the  average  visitor,  unless 

named  and  sjwlainsde 


RSggBSI^CE 

S 


Administrative  Code,  Section  1309^  f;  Act  of  July  35,  1913,  Po  h, 
1265,  Section  4 as  amended  Jun^»  22,  1917,  T.  L.  684,  Section  1; 
other  acts  listed  under  11c 


PERSOHHKL 

3 (FT) 
12  (PT) 


activity  PERgQRKSP  IK).  15 

Collect  and  tranomlt  Bphrnta  Cloister  adjaleslon  fees  to  * Ephrota 
Cloister  Fuad  * of  .the  State  Treaaury^ 

PUBPOSS 

Bphrata  Cloistor  is  a partially  self-sustaining  historic  property, 
as  the  fund  formed  “by  the  collection  admission  fees  is  used  for  restor- 
ation ond  maintsnnnco* 

REyF;Ri:KCE 

3 Act  of  June  27,  1939,  Pc  h*  1117,  Section  6, 


pgESOHBBL 

2 (PT) 
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FUNCTIONAL  DSSCfqPTIC^  OF  ACTIVITISS 

OF  THS 

PENNSYLVANIA  LIQUOR  CQNTHOL  BOARD 


r , COMPILED  FOR  THS 

HEORAaNIZATION  and  classification  COMMITTEE 


4NSYLVAN1A£»^^;  league,  I 

^ iSBUBQi 


HAREISBURG 

PEMSYLVANIA 


NOVEMBER 

1944 


As  a basis  for  studying  in  detail  the  functions  of  state 
merit,  the  Reorganization  and  Classification  Committee  obtained  fi'o 
department^  board, . or  com/aisaion  a ;;ompiete  factual  statement  ofv 

(a)  Ee-ch  specific  job  or  activity  performed  by  the  agency 

(b)  The  purpose  served  by  each  job  or  activity 

(c)  The  federal  or  state  laini,  agency  regulation,  executive 


order  or  policy  requiring  the  perfornicsnc©  of  the  job  or 
activity,  which  are  abbreviated  as  follows; 

'’F''“Requi-red  by  federal  statutes  or  regulation 
(3how  statute,,  article,  section,  etc..) 

"R'*=-Heqaired  by  department,  board  or  comioission 
regulation  (dhow  regulation  number  or  date) 

'®0'’-’Not  required  by  any  of  the  foregoing  but  carried 
on  as  s.  matter  of  po^is^r  or  practice 

'*5‘*='ltsquii'‘e(i  by  state  law  (Show  pc^mphlet  law  number 
with  articles,  sectiorx,  etcO 

'‘E'’-R3qui.,red  by  Executive  Beard  or  Governor's  Office 
(Show  date  of  order) 

(d)  The  number  of  persons  required  on  a full  or  par'd  tirae 
basis  to  per*-foriii  each  job  or  activity 

Since  this  was  the  first  inventory  of  its  xind  in  the  hi 


the  state  government,  the  Consniittee  has  compiled  the  inforication  f 
reference  and  use  into  the  follcvring  sections: 


Section  I 

Governor's  Office 

Departnent  of  Agric  rJ-tiir 6 

Department  of  Banking 

Section  II 

Civil  Service  Commission 
l^apartment  of  Cornnei'ce 

Permsyivania  Post  V/ar  Planrmjng  Commission 
Bciird  of  Fish  Commissioners 
iVepartment  of  Forest  and  Waters 

Section  III 

Pennsylvania  Game  Commission 

Depart  me  nt  of  Health 

Section  I? 

Department  of  Highvj'ays 

Section  y 

Insm^anc®  Department 

Department  of  Justice 

Depai‘tme.at  of  Labor  and  Industry 

DepartmQnt  of  Military  Affairs 

Milk  Control  Commission 

Department  of  Mines 

Pennsylvania  .Soard  of  Parole 

Pennsyl.vania  Historical  and  Museum  Commission 

Section  VI 

Po.niisyivania  Liquor  Control  Board 

Section  VII 

Pennsylvania  Public  Utility  Cornmi.ssion 
Pemisylvania  State  folic© 

Department  of  Property  and  3upj)ii.e3 

Department  of  Public  Instruction 

Section  VIII 

(ispartment  of  Public  Assistance 

Section  IX 

Department  of  Revenue 

Department  of  State 

Section  X 

Departinent  of  -welfare 

PSSFSTLYAl’IA  LXqU'QB:  CXjB'BEC'L  BOARD 


IllQmm  BUREAU 


activity  PiSFOEK)2D  IR'.  1 

Fornnilate  polled  as  and  perform  all  acts  deemed  necessary  and 
advigat)l-e  to  effectl'^sly  operate  the  PeniayelTania  Monopoly  Uquor  Store 
System. 

PURPOSE 

administer  prlcciTjally  Act  No.  17^2,  as  amendedo 

REPBRENCS 

S c.  Acts  1.3  and  1762^  aa  reenacted  and  amended. 

PERSONNEL 


activity  PEREQR'MED  FO.  2 

formulate  polio! es  and  perform  all  act 3 deemed  aaceBsary  and 
adviealDle  to  grant,  Iseu®,  sn^rpend,  and  revoke  all  licenses  and  permit e 
issued  under  the  llq^uor  lai^e. 

PURPOSE 

To  admialeter  prlaci-Dslly  Acts  Noe.  S06,  307»  17^2, 

ISll,  1827,  as  reenacted  nad  emended. 


REF£R3^TiE 

S » Acts  13  eM  1762,  as  reenacted  and  amended. 

personnel 

3 (PT) 


ACTIVITY  PBREORPED  NO,  3 

ForsmilEte  policies  and  perform  al,l  acts  deemed  ncceeeary  and  ad-* 
vl sable  to  appoint,  fls  the  compenont!.on,  and  define  the  powers  and 
duties  of  all  enmloyces  of  tlio  Board,  svio.lsct  to  the  provisions  of  the 
Admlnistrativ®  Code. 

PURPOSE 

To  properly  staff  the  Board  to  carry  on  ite  activities, 

REFERENCE 

S-  Act*  1762,  1198,  and  Administrative  Code,  as  reenacted  and  amended. 


personnel 

3 (PT) 


1 


as> 


ACTIVITY  PESYGEV-SD  NO.  4 . ^ 

' Heport  p®r^3dlcall7  the  ramilta  of  the  operations  of  the  Board, 

^rjo  Impart  info  rim  t Ion  of  the  resulte  of  the  Board  s operations, 
financially  and  otherwise, 

refmiemce 

"Mminist ratine  Cole,  as  amended. 


P2RS0HNSL 

3 


ACTIVITY 


Bold  hearings  on  applications  for  liceneea  and  on  citations  for 
revocation  of  llcsnsen. 


HJRP03B 

To  administer  the  law, 
REFERERCE 

* s”*  Act  1762,  Section  U09, 


PSRSOMEL 

7 (?^) 


ACTIVITY  PEREOHySD  NO,  6 

Coordinate  all  activities  of  the  Board, 

PUBPOSE  _ _ . . 

To  assist  effective  adir'lnistration  of  the  Board's  husinees, 

REF321©?CE 

^0) 

persohhel 

2 (?T) 


ACTIVITY  FG,  7 

Keep  mirrate  record  of  Board  meeting?. 

FUBPOSa 

fiecord  actions  of  the  Board, 


otot  13. 

PIRBOBKEL 

i (FT) 
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ACTI7II?  PERJ-C-U?-^SD  NO^  S 

' Pr €ip a? f ^3^ eo 1 31  reports  and  aurray*. 

PDKP03S 

~’To  linpart  InfortatiTe  data  and  to  study  Board's  operations  witn 
a view  to  IwproTera^jfcti, 


HEFSERgrCE 

^0) 

?EaSOKHg[; 

2 (P5) 


ACTI7ITT  PEaPQKMSP  SO,  9 

Sosrstarial  aud  Stenogs^aphio* 

Iii:F£3^I0E 

(o) 

PERSOBBEL 

— ~T(f) 


kaceptloniat, 

hspersigb 


PERS02?522i 


1 (F) 


SEGBB^AaY 


AOTIYITY  Pi^J^PJiED  M),  1 

Prepare  mlnutsa  Q^t  the  Board* 

PURPOSE 

P-eoord  actions  of  the  Board, 

RjjyEas^iGE 

S Act  ^13, 

persons  EL 

T"(i^) 


« ^ 
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AGTIVITi'  P]5?J0m:£D  SIC.  2 

Prepare  apeoial  reports  and  surroys  fox  %hB  Board  and  other 
agencies. 

PURPOSE 

To  etudy  the  Beard* s oparatloas  i!»ith  a view  to  improvenents  and 
impart  Informative  date, 

EEFEREIJCS 

0 and  E. 

PERSOMMi 

2 (PT) 


ACTIVITY  FERI^RM£6  RO.  3 

Secretarial  and  Stenographlo  work, 

PURPOSE 

?%in.t£in  perwaneat  files  of  reiimtea  and  reports  and  general 
assistance, 

RSgERMCS 

io) 

PERSOMEa. 

1 (F) 

SEA?<IlfERS 

ACTIVITY  PEBJ^RMED  X 

Bold  hearings  on  applicatione  for  lleosaea  and  renevals  thereof, 
PURPOSE 

To  carrj  out  provleloas  of  liquor  law®, 

R^T’ESESICE 

S T-  Aot  17^2,  See, 

PERSOITHiai 

7 (PT) 


ACTIVITY  PERPQRyED  UO,  2 

— » -w»' ’MJK— g—- atm  ' tt—*— *»  jiuci  * 

Hold  heariega  oa  citation*  for  revocation  of  license*  and  pormlte, 
PURPOSE 

To  oarr^  out  provisions  of  liquor  lavs. 

REFEREHOS 

S Act  17fe2,  Sec,  409. 

PERSOMEL 

^ 4 - 


7 (PT) 
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ACT!?!?!  PKimiMS?)  _HQ,_  3 

Ksport  ?«co?n«3Edatioc.8  to  the  Boa^d  in 

PURPOSE 

To  carry  ovit  proviKioas  of  liquor  lawSo 
REFERSSOE 

S = Act  1762,  See.  4o9, 

PERSONNEL 

7 (?5) 


James  B,  Ceris,  Esq, 
*\abridg9 

Jesse  Hyman,  Esq, 
Kllkes^^Barrs 

James  H,  McEale,  Esq, 
Philadelphia 

John  J,  Owens,  Eeq, 
Scranton 

Sidney  Schwartz,  Esq^ 
Philadelphia 

Lloyd  W,  Woodward,  Esq, 
Charleroi 

J^iohael  J,  ?'bB3iexy,  Esq, 
Philadelphia 
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T'SPiSTJ :W1A  L!>{UO£  GCi;TI.:-L  BO^^RJ) 


ACCOUWTIHG  AMD  smiC^ 
CO^^PTROLLIa^S  OFFICE 


ACTIVITY  P]aK)R^^SD  NO,  1 

Bureau.  Supervision., 

PUfiPOSS 

To  coordinate  the  functional  activities  of  the  Bureau  and  to  con- 
trol such  functions  in  accordance  with  the  responslhillties  of  a Comptroll 

REFER'EMGS 

S - P.L.  39,  1939,  Section  3 
3 « P.L.  173,  13^1 
S « P.L.  177,  1929.  Section  21h 
S » P.L.  177,  1929,  Section  507  (a) 

PSRS0M5L 

1 ’(F) 

1 (PT) 


ACTIVITY  PERFORMSD  Iffl.  2 

Consult  with  the  Board  on  Tnattoi’s  pertaining  to  accounts,  budgets, 
finances  and  the  various  service  functions  and  attend  Board  meetings. 


PURPOSE 

The  Tourpose  of  this  is  to  inform  the  Board,  when  and  as  req,uired, 
as  to  accounts,  finances,  and  to  secure  Board  opinions  with  reference 
to  these  and  related  matters.  To  discuss  with  other  staff  members  at 
meetings  of  the  Board,  ratters  of  gen'-^ral  nolicy,  and  to  secure  Board 
approval  of  matters  requiring  same. 


REFERa^CS 


S 

S 


s 

s 


s - 


s - 


P.L. 

P.L. 

P.L. 

P.  ■I'. 

P.L. 

P.L. 


177, 

177, 

111, 

111, 

370. 

370, 


1929,  Section  507  (c) 
1929,  Section  fOl 
1929,  Section  ?hok  (a) 
19c<),  Section  pL.QJ 
1937,  Section  201  (a) 
1937,  Section  201  (b) 


PERSOMSL 

TdT) 


I ji  4.  4.  .a  ....kr ^ 

Prenaration  of  Contracts. 


PURPOSE 
' '“"{0) 

REFERUNGE 

P,L.  370,  1337,  S^»c1iion  201  (c) 

personhsl 

1 (PT) 


activity  PEiiFOH?^ED  NO.  k 

Procadure  DiT^islon, 

PURPOSE 

To  pro'^J.de  uniform  Insiructiona  ?5nd  functional  control. 
REFEREMCB 

S --  370,  1937,  ^^ection  203  (f) 

S P.L.  370,  1937,  Section  205 

PERSOKRia 

4 (F) 


ACTIVITY  PEEil-ORFSD  HO, 


Central  Office  Accounting! 
^%cMn©  account in,g'  (tabulating) 
Receipts  and  Sales  audit 
Ferchaadis©  inventories  and 
related  accounting  fUiiGtions 


) 


Stores 

System 

Records 

Division 


General  ledger  (General  lefi^^er  Division) 


PURPOSE 

To  maintain  ilnuEcial  ccritrol  and  to  -nrovide  reports,  statements, 
etc, , for  the  guidance  of  management.  To  provide  a tool  to  control 
operations. 

REFEREHCE 

5 » P.L.  370,  1937,  Section  Ho?  (c) 

S » P.X..  370,  1937,  Section  701 
S » 370,  1937,  Section  702 

s - P.L.  370,  1937,  Section  704 
S P.L,  4o5,  1931,  Ssetioa  5 
S P.L,  19,35,  S-0ctloa  I 

S - P.L.  412^,  1935,  Section  I (d) 

S =.  P.L.  412'|,,  1935 » Section  1 (j) 

PERSOMEL 

112  (P) 

16  (F) 


» 7 » 


ACTIYITY  ¥.0.  6 

Field  Acccunti^;  ^nd  I.rrs’estlG^itioriao 

PURPOSE 

To  check  and  supf^rvise  the  scco’anting  functions  which  are  carifeo. 
on  in  stores  for  mirpcses  of  control  and  det'^ction  of  errors  both 
omission  and  scion,  and  to  nrotect  a^ralnst  mlsam^ronriation  of 

funds  and  merchandise. 


RSF'iRB^GE 

S ^ P,L,  4l?|,  1935,  Section  3 

B<=  ^9'^C9C 

E.^  5 6^-11 

P_4U<=303 

P»5g,=31 

h-^3S’3? 

s^3S«Ui 


PERS0HN.11 


ACTIVITY  PJEimORl^ED  NO,  7 . 

Disbursemsants  Division, 


PURPOSE 

To  audit  purchase  invoices  covering  the  purchase  of  liquor  supplies 
and  services,  Prenar-e  requl sitio-is  in  pepwent  of  such  invoices  and  to 
account  for  same. 

Circular  No,  4 
Code  - oectdon  I50I 

PERSONNEL  ' 

Jh  (F) 


R'E?1RS.^CS 


Pudge t 
Fiscal 


activity  P'fpSORriiQ  NO.  § 

Budgets  and  Fs recasts  (BudgetavY  Control  Division) 

PURPOSE 

To  T)rovid9  the  machtneiYr  jlor  the  control,  of  exoenses  by  setting 
v.T>  ■iDr'3=deterfiiinecI  .and.  estirtated  exnaac-e  budgets  and  forecasts  and  covpili:' 
eomoarative  statements  to  ascu.re  the  so^ch  exosndit.uree  are  'within  budg-.-t 
ept-i-^ates.  To  arovide  Machinery  for  controlling  those  expenditures  whi'^h 
may  be  eontroll.od  in  this  way  at  the  source, 

REB^EHH^iCE 

Fiscal  Code  - Article  Section  1501= 

PERSONNEL 

7 (F) 


8 


V.  ‘ 


ACTIVITY  PEHFORN^BD  NO,  3 

Statistics  Di-'^isiorio 


PURPOSE 

’"To  provide  operating  statistic?-  for  use  of  thp  staff  responsible 
for  the  various  phases  of  operation.  To  provide  the  Board  with  statistics 
for  the  control  o^nd  the  eBtahlishrent  of  -nolieiesc  To  arovide  statistical 
services  covering  sales  of  various  codes  fer  use  of  vendors  end  the 
members  of  the  staff  and  3oa:-'l,  These  statistics  prenared  for  vendors 
are  sold  on  a subscription  basis  at  a fixed  subscription  price, 

PERSONNEL 

(F) 


activity  P£RFC>RrEO  NO.  10 

Supnlies  Division, 


FimPOSE 

The  Division  responsible  for  supplies  is  knewn  as  the  Supplies 
Division,  This  Division  is  chr-.r;<ed  with  the  procurment  and  storage  of 
supplies  and  epuipmeiit , and  the  deliverif  cf  lyhess  supplies  and  epuip= 
meat  when  and  as  they  are  reo^uired,  tC’  the  various  Dureauc,  Divisions, 
and  Sections,  The  Division  mintaiiis  such  records  as  are  necessary  to 
enable  them  to  properly  perform  these  functions. 


PERSONNEL 

' 2^  (y) 


ACTIVITY  PETiEORyED  NO,  11 

Dupiicatin-?  Division, 

PURPOSE 

The  duplicating-  of  the  Board  is  carried  on  by  the  Dirplicating 
Division,  vdiich  Division  is  charged  vrith  the  responsibility  for  the 
duplicating  and  printing  of  all  forms,  reports,  and  duplicated  and 
printed  matter  which  cannot  be  pr^sd^^ced  by  outside  printers  in  an  economi- 
cal or  expeditious  manner.  The  Division  also  prepared  *^uch  photostats 
as  are  required.  The  procursment  of  outside  printing  is  technically 
supervised  by  -this  function. 

PERSONNEL 

?.?.  (E) 


ACTIVITY  PERFORFED  NO,  12 

Communicabirns  Division, 


9 


C7» 


.rliRPOSS 

To  pro':'5,£?.k»  for  th?,  eo Hr. o': ion  snd  of  out/^oln^r  and 

incorrdna’  rnoil.  To  'orovid-  rosr an^’er  sortrlce  and  to  provide  teletype 
service  for  Board  rem'bers  a.nd  the  staff  of  the  Board. 

PEHSONNia. 

IITTf) 


ACTIVITY  PERFORVEO  HO,  13 
Central  filing  Division. 

PUBPOSE 

This  ftmct-ion  is  carried  on  "by  the  Central  Filing  Divieion,  The 
purpose  of  this  Division  is  to  house  r^jid  file  reports,  forms,  corres-' 
pondence,  etc.,  in  a irannax’  which  perrlts  easy  reference,  and  to  suoer- 
vise  periodic  destruction  of  this  material  provided  by  procedure 
and  v;he:3  prepor  authorisation  i.«  obtained  from  the  Executive  Board  and 
the  Department  of  Public  Instructlor. 


P'«?SOKNEL 


ACTIVITY  FERl'OK-^BD  NO.  ik 
Bureau  Secretarial* 

PITBPQSE 

To  ■orovide  the  functions  ’-^hich^nre  ordinarily  carried  on  by 
secretaries.  Taking  dictation  of  Comp^troiler  and  Assistant  Comptroller, 
making  sn-nointments,  gathsrlnig  inform '>:ion,  and  to  carry  on  enerally 
the  office  functions  of  the  Comjjtroller ‘ s Offisa^, 

p-SRSQMHi 

2 (fT 


ACTIVITY  ?ERF0R?/BD  DO,  15 
Bureavi  ReC(=fntionist. 

PURF^OSE 

To  nrovide  for  the  direction  of  ■visitors  ca.lling  on  various  Division 
heads  of  the  Bureau.  A great  number  of  th^se  visitors  are  salesmen 
calliiag  on  the  Chief  of  the  Bupulies  Division  in  connection  with  the 
procurement  of  supplies.  The  Receptionist  of  this  Bureau  is  charged 
with  the  maintenance  of  attendance  records  and  assists  in  the  general 
distribution  of  mail. 

PERSONNEL 

“iTfr 


*■  10  '=' 


AGCOU^ITIITG-  AITD  Sli^YICK 

pliocsimE 


ACTIVITY  ■FERS'O.R>^EE  NO.  1 

Supervision  of  the  Divisiono 

FllFJOSE 

To  ensure  the  efficient  perforinan.ce  of  the  a ctivitleg  for 
which  the  Divisica  io  respcnsible. 


ACTIVITY  PERFORMED  HO,  2 

Secretarial,  steaograuhic  and  ty^lngo 

PURPOSE 

Handle  corregporirlence  of  the  Division  (with  or  without  dictatior 
to  take  and  transcrihe  dictation  in  connection  with  procedure  writing; 
prepare  exact  copy  for  use  in  duplicp-ting;  tyoe  stencils  of  Current 
?'atter  Instructions  for  uso  in  duplicating. 


ACTIVITY  PER?QR?-*HID  HQ,  3 

lesuaXiCe  and  mintenancs  of  the  of  Instructions”  and 

^Current  flatter  Instructions"? 
a)  Write  original  procedures 

B)  Rftv/rite  procedures  as  necessitated  by  changing  conditions, 
c)  Review  procedures  with  view  to  revising  for  improvement  and 
economy  of  methods, 

PURPOSE 

To  pro'oide  for  systsmisation,  uniformity,  and  propriety  of 
accounting  procedure  throughout  the  Stats  Stores,  various  field  offices, 
and  Central  Office, 


ACTIVITY  PERFORMED  HO,  4 

Review  of  dob  Aiialyses, 

Prepare  Efficiency  Eatings  for  employees  of  the  Bureau  of 
accounting  and  service, 

PURI-'OSS 

To  provide  and  maintain  up«»to=>date  Job  Analyses  for  each 
position  in  the  Bureau  of  Accounting  and  Service.  To  evaluate  the 
training,  experience  end  supervisors^  efficiency  ratings  of  employees 
for  use  as  a guide  in  selecting  best  fitted  employees  for  promotion, 
transfers,  etc,  ’ 
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ACTIVITY  PEFuB'OPi'i'iD  W.  5 

I’^aiatenrinne  of  f’.los.* 
a)  ^'ano.al  of  In'strrctlons 

CorTDletedj  '’Rev:r.l''-3;  Currant  Matter  Instructions 
'o)  Forms  '’Hi story”  file 

c)  Organization  Charts 

d)  I>rp  ilea  tin,';  records 

e)  Greneral  Letters,  Notices.  etCa 

f)  efficiency  Hatinge 

g)  Personnel  Change  Hvsquests 

h)  Projects;  Standards  Planning 

PUEPOSS 

Heference  file  for  all  ‘Bur^ausc 


REFERSITCE 

~(C) 


PER50MEL 

— 4 (F) 


STANOAHPS  AKE  PIAMING- 
ACTIVITY  ?3R.?0R?rsD  NO,  fe 

Assist  with  -preparetioa  and  paint f>nance  of  Manual  of  Instrac- 

Assist  with  system  ?.natallatlon  and  designing  necessary  formsc 
A-cgist  with  Forays  Control. 

Pate  ernrjloyees  of  the  Bureau  of  Accounting  and  Service. 


To  provide  for  systemization,  uniformity  and  -orooriety  of 
accounting  TiToced'ire  t;hrou<ghout  the  State  Stores,  various  field  offices 
and  Central  Office. 

Assist  with  installation  of  urooedures  to  ensure  smooth 
functioning  of  the  installaticn  and  -Drompt  elimination  of  faults,  to 
correlate  the  installation  with  existing  related  nrocedures. 

To  exerdiss  control  of  duolicotin?  with  view  to  economy  of 
rrcduction,  adherence  to  loarvd  standards,  naner  conservation,  furnish- 
ing copy  for  necessary/’  revisions. 

To  evaluate  the  tr-''inlng,  “nosrience  and  suoervisdrs” 
efficiency  ratings  of  ei^Ioyees  - for  use  as  a guide  in  selectin'^ 
best  fitted  emnloyees  for  promotion,  transfer,  etc, 

RSFFR2HCE 

(0) 

p>3i5oyyEL 

1 (F*) 

* Te^orarily  vacant  nendlng  -orocurement  of  an  ermloyee  fitted  for  the 
position. 


tions. 


PURPOSE 
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activity  P£RJOR^*£D  HO.  ? 

Typing,  s vsnographic  n'n.i  proof r?aiing, 
files „ 

Assemlile  and  diEtril)ute  fanujal  of  Instructions  Procedures 
and  Current  ?'atter  Instractionc. 

PUBPQ3S 

To  provide  assistsBcs  to  Secretary  Stenographer* 

HEFERSNCa 

(0) 


PERSONNEL 

1 (P) 
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P SMlf SILFAK j, CO.N'T-:-'/  L 'iOAHr 
AcgoTjifiiiTG  Am  :3 m’a 0 e 
STORES  SYSTEr^  E:3f;0rDS 


ACTIVITY  PERPORMja)  NO,  i 

Direct  all,  activities  of  Stores  System  Records  -Division, 


PURPOSE 

Paiatain  schedules  of  operation  in  conformity  to 
ceduresc 


established  •oro-* 


R-EFEEMCE 


PERSONNEL 

2 (P) 


/ 


ACTIVITY  PjjaPOFU^ED  NO,  g 

Secretarial  and  tjv;ing. 


PURPOSE 

Enables  Division  Chief  to  r>erform  liig  duties 


REFER EMC E 


psrsqnnel 

1 !(PT) 


ACTIVITY  PERFORMED  NQ,  ^ 

Messenger,  ‘ 

PURPOSE 

Btpedite  business  of  Division  by  '5orting  and  delivering  mail  reports 
tabulating  cards,  etc,  » i 

REFEREXS 

lo) 

PERSONNEL 

1 ( P) 


= ih 


ACTIVITY  ?£nK)EV.!i)  NC.  4 
Receipts  Hscords. 

PURPOSE 

Verify  all  sales  aad  acccunt  for  and  transnit  all  ironies  receivedo 
REFERiaiCE 

S =.  P.L,  370,  1937,  Section  702, 

PEKSONlfEL 

29  (S’) 


ACTIVITY  PERFORMED  NO,  5 
Warehouse  Records, 


PURPOSE 

J-^aintain  control  account  of  Wa-rehouce  Inrsatories, 


REFERaTCE 

(0) 

PRRSOMSL 

17  (y) 


ACTIVITY  PERFORMED  UQ,  6 

Control  Section, 


PURPOSE 

Maintain  constant  check  of  all  actiaitios  offectina*  inventory  in 
State  Stores, 

HEF2P.SMGS  . 

" !o) 

PERSONNEL 

16  (P) 


ACTIVITY  PEiliX)PJ^SD  RO,  ? 

Tahulatic^  Section, 


PURPOSE 

Provide  tabulated  renorts  of  ail  activities  of  the  Board  . 

REFERENCE 

(O) 

PSRSOMSL 

T5  (P) 
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J'\lL  BCraD 


.ACC0U1I‘?ING  KSD  SERVICE 


STORES  STSTS!^  RIX;OP.I)S 


WAREHOUSE  RECORDS 

ACTI\^ITY  PERFOR^^ED  HO,  1 
SuTiervision, 


PURPOSE 

J^aintain  acsuracy  and  ^chadule  of  oparationse 
REFER  EKGB 

”~™To) 

PSHSOli^^EL 

1 (y) 

1 (?T) 


activity  psreqrhed  no.  a 
Secretarial. 

PURPOSE 

Assist  in  ord®rl7  procedure  of  vorlt  of  the  Section. 

REFIRIMCE 

(0) 

PERSOHHEL 

1 (PT) 


ACTIVITY  PBRFCRySD  NO.  3 

Extract  and  maintain  reserroir  file  of  warehouse  accounting  cards, 

PURPOSE 

Tro'^iie  medlujii  for  creviitinfc  vrsr‘=*hou9es  and  charges  to  stores  for 
all  merchandise  shipped  to  stores  from  warehouses. 

REPSRSICE 

■ 

PERSONNEL 

12  (F) 
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ACTIVITY  FERPOR?-^^  NO.  4 

Hecord  rficei-nt.g  of  R.li  F^erehancise  in  varohouses  and  nrovidp  re«- 
conciliation  of  inv®nt,ory  ^alancss. 

PUHPOSE 

Account  fo2*  all  merchandise  received  and  verification  of  receipts 
shipments  and  inventories  of  all  var'3hca\3e5. 

RSB’ER  SLUICE 

~To) 


PERSOMti 

3 ’W 


ACCOUHTIFO  AIjH  SfRVIOS 


STORES  SYSTj^y  RECORDS 


receipts  ^ SH3TIOK 

activity  PERPOR^ED  1 

Supervise  £Ctivi1;ies  of  Hecef.pts  Section. 


PITRPOSE 

Insure  accuracy  and  maintain  cche-dule  of  operations. 


REFERENCE 

'To) 


PERSOMH) 

1 (F) 


« 


ACTIVITY  PERFORMED  HO.  p. 

Investigate  all  differences  and  mke  all  nscesaary  adjustments. 

I 

PURPOSE 

Insure  accuracy  of  all  reports, 

REFERENCE 

To) 

PERSONNEL 

1 (F) 


ACTIVITY  PERFOR^^ED  NO,  I 
Secretarial. 


PURPOSE 

N'aintain  orderly  procgdrire  cf  wrk  in  the  Sf5ction. 
RSFSRS'TCE 

lo) 

PERSONNEL 

1 (F) 


) 


ACTIVITY  PaRFOaVISD  HQ,  U 

Receive  and  vransf^lt  all  nonics  of  the  Licenpin^  and  Znforcenent  Fund. 
PURPOSE 

Tranarit  funda  to  PenartTnant  of  Revenue, 

REFEREtICE 

S - P.L.  370,  1537.  Section  JOlc 
PERSON.SSL 

1 (Ff) 


activity  P£RFOR?.^]iIP  NO,  5 

Collection  of  Oroup  Hospitalization  Funds. 

PURPOSE 

Accossodation  of  eiT!plovss. 

RSI’ERENCE 

”—70) 

PSRSOMEL 

1 (PT) 


ACTIVITY  PERFOPra  HQ.  6 

Receive  and  transmit  all  irionias  helon^inj;  to  State  Stores  Fund. 
PURPOSE 

Transmittal  of  funds  to  Persartment  of  Revenue. 

REFERE?-1CS 

S ^ P.I:,  370»  1937,  Section  702, 

PERSOHMEL 

5 O') 


ACTIVITY  PSRFORFEP  HO,  ? 

— — >— ■n—Bfcwww— nnj«  I •\m  ’—1  <1  .ijraJo 

.Eirtraetj  restore  and  maintain  r.-.^^p-^oir  file  of  tabulating  cards, 

PURPOSE 

Provide  a medium  of  recording  sales  by  machine  accountin?, 
REFEH5I-1CE 

PSRSOMEL 

16  (P) 
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ACTIVITY  PERJOarSD  NO,  8 

Audit  daily  sales  reports  end  proctsa  them  for  keypunchingj  also 
final  audit  of  all  salsa  aud  ironies  transnitt ed„ 

FURPOSS 

Provide  audited  figures  of  sales  and  account  for  all  ironies  received,, 
REFERiMCg 

S » P.Le  370,  1937,  Section  702. 


piascMg, 

■ 4 (F) 


FSKHSYL’/AjiflA  LI'>i;jO.R  fflfToDL  LCi  AS 
ACCOUHTING  A^S  S.SRYJJJJ 
STORES  SYSTI>^  HECOADS 


CONTBOL^..  SECTION 

activity  PEEgOR?^ED  NO.  1 

SupervlsionB 

puBPosa 

insure  main tenEiiCft  of  pu’olislied  schedules  cf  operations, 

HEFSR2NCE 

(O) 

PERSONNEL 

2 (PT) 


ACTIVITY  PEREOBT'ED  NO,  g 

Reconcile  Warehouse  Corroany  Records, 

PURPOSE 

’Maintain  agreement  of  Central  Office  and  Warehouse  Corrmany  records, 

REFER  SlTCE 
* ™(0) 

PERSONNEL 

1 '(RT) 


activity  F£PJ•^OR^^ED  NO,  3 
Secretarial 


PURPOSE 

Assist  in  orderly  procedure  of  v;ork  of  the  Section., 

refer Ei-ICS 

(0) 

PERSONNEL 

1 (F) 
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ACTIVITI  FERK;KyED  FO,  4 
Filings 


PUBFOS.E 

Vu^intaln  files  for  Store  Hecord;;  Rsoorts  and  correspondence* 
REyERMCS 

PERSONNEL 

1 (F) 


ACTIVITY  PERFOEKED  NO*  5 

Acco'-int  for  ell  :nerehar;dise  shlpned  to  State  Stores* 

PUI-gQSE 

Insure  accurate  Inventory  Records  in  eaeii  store  and  provide  proper 
charges  and  crsdite  to  the  accomit  in  Central  Office  of  each  store* 

reference 

(0) 

PERSONNEL 

TTf) 


ACTIVITY  PSRK>5?^E0  NO*  6 

Audit  by  reconciliation* 

PURPOSE 

Insure  accuracy  of  Central  Office  entries  to  the  records  of  the 
stores  and  a medium  of  checking  book  entries  by  Store  J^ns^ers* 

REFERENCE 

PERSONNEL 

7 (F) 


AliCCayTI!.Tr  AND  SSR.VICB 


SKjRES  SYSTEi'’  RECORDS 


TABaiATIUG  ^ SECTION 

ACTIVITY  P5RE0R?^ED  NOo  1 
SiiT)arvi  sion. 


PUBl^QSE 

Incurs  preparatic’i  of  al.1  repcrte. 

REFiaENCS 

PERSONNEL 

"i  (y) 

1 (FT) 


ACTIVITY  PEPJORT^ED  NO,  2 

I-^aintain  controls  and  verify  talw.latsA  reports* 

PURPOSE 

To  see  that  all  retsorts  are  in  ngresment  ^fith  control 
REPERESJCS 

■I  mini  n iwlw  |^si^■ 


psrsqkhel 

2 (FT) 


activity  PHRFORFEg  NO*  3 

Secretarial, 


PURPOSE 

’Expedite  avork  of  Tabulating  Secticn. 

R£y£R£MC£ 

(0) 


PERSONNEL 

1 (F) 


PUHFOSE 


Deliver  tabulat  ed  revjorts  and  Ici'^p  "’achiner.  bupy  by  keeiDiop;  them 
suprlrled  with  cards  and  ewplJ. e«?. 


HrPSHBICE 

(o) 


PERSOENSL 

1 (F) 


kOHlYlTT  PERPdRmP.  5 

i'-udit  by  reconciliation. 


PUfiPDSE 

Inenre  correctness  of  cost  of  sales. 


REFERENCE 

(oT""^ 


PERSODi^EL 

1 (E) 


ACTIVITY  PEHFOHySD  NO,  j6 

Maintain  Plant  Ledger* 

PURPOSE 

Provide  medium  of  mainteining  perpetual  inventory  of  all  equipment 
and  depreciation, 

HPP^EHENCE 

(0) 

PSRSOOEL 

1 (P) 


ACTIVITY  PERPORb'ED  PO,  7 
Tabulation  Clerk 


PURPOSE 

Adjust,  vire,  and  operate  tahulatinc  equipment, 

HEFSREvCE 

^0) 

PERSOHPq 

1 (PT) 
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ACTIVITY  rjaigX)KK£D  HO,  S 
F.ejp-anchinSo 


PUEPOS'tS 

Provide  medium  for  ■Drs'C3irin/5  tabula'^ed  reTjorts. 


Ri2?'ER±KCE 




PERSOUKEL 

13  (J’) 


ACTIVITY  PgiPOPl^iD  NO,  9 
Card  Sorting. 

PURPOSE 

Put  tabulating  cards 

HEFEREiTGE 
— ™lo) 

PERSOmiEL 

fe  (P) 


order  for  running  reports* 


activity  PERFORMED  HO*  10 
Tabulation, 

PURPOSE 

Prepare  tabulated  reports  of  all  activities  of  the  Board, 

REPERSMCE 

(0) 

PERSOHNU. 

19  (5’) 
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AGCOUiiTXHG  AcTi)  S;5lV:cG 


if 


PHyRAL  LJSDGZR 


AC-nVITY  FRRKiR?-^EI)  j??_0.  1 

Direct  tiis  activities  of 


the  Crenera 


3.  Led'Srer  Divisiorio 


PUiiPQSD 

Sup  ervisio  33,0 
icEFSaSTCE 

PERSOKDii. 

1 (J) 


ACTIVITY  PSRPORVia}  DO.  g 

General  Dodger  Section  <=» 
preua.ra.tion  of  f'onthlj  .Tiaancisl 


X'a.lntainanc3 
Statement Sc 


of  the  General 


Dedgez*  and 


FUDPOSD 

Maintained  for  the  uuTOOse  of  General  .Financial  controls 


HSFSHEmGE 


PSHSO.Dti'ED 


F(pt) 

3 (F) 


activity  PERlilQHKED  'dOc  3 

Internal  Check:  Section  = Audit  of  Sales , 
and  hi  cense  Pees  and  Fp.ijitnin  Seal  Becord, 


Miscellaneous  Becei'cts, 


PUiiPQS::. 

To  afford  checks  \d\c<CB  svetsm  does  not  provide  automatic  Internal 

CheckSc 

’ E hh  ^ 30B  ) 

3 >”  370,  1937  Sections  305)  Seals 


PERSONAL 

5~(f) 


2ft 


Ac/ri vx  gy  ? K:ij  1^.  4 

Mqv.cr  Co<>t  end  X-'ijr>c.hef:<»  Cor-tnl 

Kecordo 

^'aiatain  Liquor  Cost  Control  Sal’s  a 


sot. ion  f-'aintnin  Liquor  Cost 
and  Purchase  Ludset  Lf?d^ero 


Control 


FUilPOSS 


To  urcrida  records  to  show  oricR  history  of  various  codes 
serve  as  La  sis  for  checking:  pricese 

To  "orovide  s der^ioe  for  Cvontrollin.q  r/urcha.'ses  both  as  to 
arid  monetary  requirement ^ 


e nd  to 
quantity 


REFiCR^TCE 

Ic) 


?ERS01TIj.SL 

2 (F) 


ACTI7ITY  F£R]gt>aME0  m.  d 

SeEsrsl  Cast~SMW03  - %iataia  Control  o ' Printing  and  Other  Coots, 

PURPOSE 

determitetion  and  control  of  Printiiv?  Costs  and  Costs 
oUch  other  chases  of  our  Opei^atlons  as  are  required  from  time  to  time. 

' To) 


PISSOHHEL 


2 If) 

1 if) 


^ 27 
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1 
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Pm"?iSI'LOTIA  LI9.U0a  GOBTEOL  jOAED 


ACCOlTNTXlgCT  AI^D  SSRYIGS 


FisiJ)  ACcomv'Tm 

IIK  ■.■  t^i!*ii-«iuiii»LLa.-<-»»^’ ^ '»»ee.  jgii 


ACTIVITY  PjffiKiRMJIO,  X 

Division  Supervision^ 
rivlslen  Secr^tarlalo 

PUBPOSB 

AeoouEitlag  for  and  3a?!?gw.ardl;ag  of  tiio  affairs  and  asset; a of  the 
Pennsylvania  LiquoT  Board  and  the  protecting  of  potential  dis- 

counts in  the  arouat  of  appxssAmatslj  l^h.QOO^OCO  per  annum  throtigh  our 
wholsaal©  and  llceaBsc  msthod  of  chacklng.  Stores,  Sub-Vrarshouecs,  Wars^ 
houses,  and  Heolalm  are  aurUtod  pariodisall^  to  insure  that  th®  Board  will 
incur  no  merchaadlss  aad  aasst  lesssa^ 

REPEBESJCE 

~~JC) 

pmsomsL 

2 (F) 


ACTivigx  PEaiomRi  ED,  a 

Storo  ©samiaations  and  operation  cf  District  Offices « 
a)  Philadelphia 
h)  V?illcee=-Barrt 
©)  Pittsburgh 

PURPOSE 

~"Ao§ouatias  fo?  and  saf®guar^.l;og  of  th©  affair®  and  assets  of  the 
Penaeylvanla  Liquor  Control  Board  and  th®  protactlng  of  potential  dis- 
counts in  th®  amount  of  appro^tn^EtsXy  $6,000,000  per  annum  through  our 
vidolesale  and  llosnss®  method  of  oheciclae*»  Stores,  Sitb-Warehouses,  Ware- 
housae,  and  Esclaim  arc  auditsd  periodically  to  insure  that  the  Board  will 
incur  no  merohaadisQ  and  asset,  locsaso 

REFERENCE 

■ (0) 


persomel 
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CSIITR/Jj  055-1 CB 


ACTIVITY  P@K/RHrO  HO.  1 

Supervision  of  Store  Hesponeibllity  Clairaso 

PUBPOSE 

T©  collect  store  shorta^aa  as  aseetsed  against  Liquor  Store  Per- 
sonnel o 

RBFEREI'JQE 

(0) 

persoi^el 

1 (P’?) 


ACTIVITY  PERFORMED  tip,  g 

StenograpMo  and  eisrioalo 

PJEPC'SE 

Correspondence  necessary  in  eoadnotlDg  esaisinatioae  of  the  financial 
affairs  of  State  Liquor  Stortss,  %lntenaace  of  up-to-date  Store  Psrsoxmsl 
records  for  proper  allocation  of  store  shortages^  Ikamioatlon  and  equip- 
ment files  maintained  for  a perpstual  J^nventory  of  accounting  machinery, 
cash  safes  and  sales  squlpEent  (each  rs^ieters)  c Internal  postage  audit 
of  etasrps  used  hy  stores, 

RSEERE^IGE 

— ~lo) 

PERSOMSL 

3 in 

2 (FT) 


AGTIYXTT  PBRPQEI^ED  ^0^  1 

Verifisatlon  of  examinations  and  appsrtionijag  of  Store  Responsibility 

Claim®, 

POBPOSE 

Verification  of  all  examinatioan  is  necessary  to  assure  the  Comp- 
troller that  store  figures  are  In  agreement  vith  Central  Office  records  and 
to  determine  that  axceas  store  shortagos  are  charged  to  the  store  personnel 
and  that  the  Bos-rd  stands  no  loss,  Clsims  met  be  posted  on  Boolckoeping 
Wachlns  to  the  p-up@r  store  and  indlTidual  ledgers  to  facilitate  the  billing 
and  collection  of  same, 

EEFERMCE 

(0) 

PERSOMEL 

7 in 

2 (PT) 


29  ^ 


AGCOUNTIUa  AST)  SEKVICi: 


Fm.D  ACCQITM-IHG 


DISTRICT  HOc  X ^ PHIIAShIPhIA 
AGTIYITY  ?EEK)BMSD  MO,  1 

Supervise  all  t'sapiiiiatioas  msd^v  "by  Ylsld  accouating  Division  in  ta© 
District, 


sa'r'lcnB  o: 
« 


Periodical  and  a7)®cial  ez^anjiaa^icnB  or  wsreaousoa,  suo-warenouees, 
F.eclEim  and  State  Dicuor  Staree  in  the  Di strict  aid  directing  the  activities 
of  State  liquor  Ifeaffilnsra  in  conducting  sams.  To  account  for  and  to  pro- 
tset  the  Liquor  InTentorieg  and  assotc  of  the  Pennsylvania  Liquor  Control 
Board, 


REFERIJICS 

(0) 

PEE30HNEL 

23  (PI?) 


ACTIfITI  ?ERK)at!M)  BO,  2 

Super?! eion  of  aceou.nting  c-f  State  Stores  in  the  DiEtrict, 

PURPOSE 

InstRllation  of  act?  acGounting  foyjrg)  sad  procedure®  advice  to  Store 
Personnel  on  and  assistance  vitt  accoujitiiss  rmttsra.  Issue  instructions 
for  iaventorlea  ta!caa  hy  Stcrc  .ps- -’-'assI  and  recoimriend  c^ianges  in  store 
accounting  prosadura,  to  facilitate  and  er^elite  the  proper  method  recording 
and  accounting  for  sales  and  the  pr-c>du,«5l-ug  -of  Revenue  from  Liquor  Sales 
for  the  Cosmo a<^ealth« 

REFlHIiJICE 

(0) 

PERSOm^EL 

23  (P'J?) 


ACTI7ITI  PEREOai^ED  ITO,  3 

Stenographic  and  clerical. 


■5^,: 
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PUBPOSl 

rwXH  131 1 f a-.-Mo^caa 

Ccrrsr^-j-'f’lnnco,  ^ u^;.' .■••/s , ■t.;^lng  of  cx&mlnatloa 

reports,  prr3pe.r£'';icri  tf  r.u-itluy  pro£r.a?rtc  iiaiioe  of  exaainatlon 

files  and  Stos*®  Short-j.^;®  -iu'^::;r7  Id  cc;'AjTj.ucticn  vitti  ©.■laminations  of 
Stat®  I^iquo?  Stores  to  account  for  th®  larantories,  Sales  and  Revcna© 
of  the  Boards 


EEI^32RH?CI£ 

lo) 

PERSOMEi. 

T“(f) 

1 (PT) 


ACTIYIgY  PSBIORM 

Perpatu&l  S'adlt  of  Faderal  Ta.^  and  Iloenes©  Discount®  on  Wholesale 
Sales  Slipa^  Porsi  105o 

PUBFQS3 

Verify  the  reccrding  "by  stor^;®  of  lihs  proper  Isder'-'l  Tax  collected 
and  to  insure  that  osgc’SeItc  dJ.3Gftu.nts  are  not  rsportT^d  by  the  Store 
Manager  as  haring  gyar.ted  to  Permit  I'ioenaaoej  and  that  retail-  sales 

are  reported  as  such* 

RlFEHEiv^OE 


personnel 

X (PT) 


«?» 
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■pr  • 
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II^OR  CO.:' 


lijASD 


ACCOITHTIHa  A1?D  SEE7IGE 
FIKLD  ACCQmTTII'iG 


DISTRICT  FO„  g ^ VfXLKSS^BARBE 
ACTIVITY  PI^JXmMED  HO.  1 

Supervise  all  c2aaiiia1:lo.G.B  mj,d5  >7  Vl«ld  .Accounting  Dlvialoa  In  the 
Distrteto 

PUBPOSB 

Periodical  arj.d  special  ssasilnaticna  of  Warehouesa,  Sulb^WaxcJiouBes, 
Beclsiffi  and  State  Liquor  Starts  in  tha  Dietrlct  and  directing  the  ECtivities 
of  Stats  .Liquor  SkaniiTiera  in  conducting  eases  T©  account  for  and  to  protect 
thp  Liquor  IsTentoriss  and  assets  of  the  Penasyliranla  Liquor  Control  Boards 

REB’ERSNGE 

”~Tg) 

PERSQMEL 

13  (B'J) 


ACTIVXTI  PBPJQSMSD  W,  2 

Supervision  of  acecunting  of  State  Stores  in  the  .Diatrlcto 

PURPOSE 

Installation  of  aev  aeoountiag  forms  and  proesdureej  advice  to  Store 
personnel  ©a  and  agsistanc©  vith  acco'ar.ting  matterso  Issue  inetmetions  for 
Inventories  taken  hj’  Store  P^rsennei  and  r.3£om?7isad  chaagee  in  Store  account- 
ing procedure,  to  facilitats  and  ssroodlts  the  proper  method  recording  and 
accounting  for  sales  and  the  prcdxiciAg  "*1’  Revenue  from  Liquor  sales  for  the 
Conmenveal  th, 

SDPIESNOE 

— ~lo) 

persoehdl 

13  (PT) 


ACTIVITY  PISFORRED  IIP,  3 

Stenographic  and  sieriealc 


pubpqsj: 

Correspendeae®,  rovieving  of  papers,  typing  of  examination  reports, 
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I 
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I 

I' 

‘•i 


,v 


prspa:^-j;.tlo;i  of  rvionfhly  ...-il  rvl;: 

and  Stc/Ts  -■'-^'uory  i:-,  oor/ji'n'.-v.io.'i 

uor  Stores  to  socovnit  foi  fhe  Ir.venforf sa 


..j-e  of  Inatlon  fiief 

i ': h e:ce r :'. no  -.ions  of  State  Liq- 
tries,  pnd  .HgYenne  of  the  "Board, 


Rli’iiiliii'iCB 


(o; 


PEP.S0R1!i.EL 

2 (P) 


ACTIVITY  p:-ai^DRM}-D  no,  4 

Pprpet'ual  audit  of  Federal  Tax  a-nd.  T-dcsns-ae  Discounts  on  Wholesale 
Sal  es , Slip 3 , ?o  nn  105 . 


FUHP0S3 

Verify  the  recordin:^  "bv  stores  of  the  proper  Federal  Tax  collected 
an^  to  insure  that  er;esssive  discounts  ar^  not  reported  "by  the  Store 
%nangers  as  ha.Yins*  ’0 ecu  rranted  to  Fgrrriit  licensees;  and  that  reta.il  soles 
ar‘=»  reported  as  “Much, 


H'lFSREi'TCS 

PERSONNEL 

1 (F) 
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ACC'OU.j’i.  ilv'-T  A.  i.j  :j EP.V  i iw' I'i 


FiM  Acooeiji'iiTa 


DISTRICT  ITO,  4 ^ PITTSEUI^K 
ACTIVirx  ?^TtI<X;'R?-^SD  1 

SuTiervise  all  ex<ijT)ir,ati:>n3  made  "by  Field  accountiiing  Division  in  the 
District.^ 


PURPOSE 


Periodical  and  spe 
Heclaln!  and  Stfi-te  Lisi;U-02'- 
of  Stpte  Liquor  cna.miners 
the  Liquor  InveatoJdss  a.nd 


cial  e-nardnatious  of  Warehouses,  5uh=  Warehouses, 
Soox'fis  in  the  District  and  directing  the  activities 
in  ccriductinn;  same.  To  account  for  and  protect 
as'^ets  of  th«  Penxisylvaniai  Liquor  Control  Board, 


iia^ERENCE 

(0) 


persomel 

22  (PT) 


ACTIVITY  Pj^mFOPJdED  HO,  2. 

Super^’ision  of  accGiinting  ol  State 


Stores 


in  thvs  District, 


PURPOSE 

Installaticii  of  new  a-ccou.ntiag  i’omns  and  procedure;  advice  to  Store 
persoroiel  on  and  aBsistance  vith  accounting  matters.  Issue  instructions 
for  inventories  taken  "by  Store  personnel  and  recomjnencl  changes  in  Store 


accounting  procedrxre,  to  facilitate  and  expedite  the  proper  method  recording 
and  a,scounting  for  sales  an^l  the  producin/*  of  Revenui^  from  Liq.uor  sales  for 
th  e Co  mmo  nv/eal  th. 


R-cFER^CE 


PERSOEUIL 

22  PT 


activity  PERI'OFU^ED  PO,  3 

stenographic  and  clerical. 


34  ^ 


'V'Vv 


} 


f 


PUHPOS^ 

CorrsFn:'Oi'-.d:'nces  rsv.\ 'Wli':':  ::f  '.irc:id~  r.f  fixAririStion  reports , 

prep&ratioip  of  norviil^  7';2’Oi;:rc'cTi:G  ■.'■'•Alriteriejice  of  e'.v'Axduatioa  files  and  ^tove 
Shorfa.fi’e  History  i-~\  or  iviAr'ticn  i :.tt.  5.r/Atio*-iS  of  ‘^tace  Liquor  Stores  to 
account  for  the  iriventoriee,  aplre  nnd  Peveime  of  the  iioardc 

R£F£RfIlC5 


PEtt  so  M£L 

— ^-Trcp) 

1 (PT) 


ACT  I y I ?Y  ? aiFOBHE  I*  m.,  4 

Pei’petuai  amdlt  of  Pedaral  Tax  and  Licensee  Discounts  on  Wholesale 
Sales  Slips,  Form  ?!.0'3t 


FUBPOSa 

Verify  the  recurdln?  hy 
and  to  insure  that  exsesfei^e  discounts 
as  ha-^in^r  "be^^n  ranted  to 
reported  as  such* 


Permit 


stores  of -the  proper  Federal  Tax 
are  not  r!Sfi:)ort-erl  oy  the 
Licensees j and  that  retail  sales  are 


collected 

?'an£^er 


Store 


RIS’SRSHCS 

■ ■ I 1.1.  I ■■  n iWi,i 

^0) 


PERSQMEL 

3 (F) 

1 (PT) 
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C2S 
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.A  '* 


r'} 


'■  /.  i'  yi  ? 


\ 


, \ 


':  '.  't 
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ACcmnTi?To^\:jp^_sjj^CE 
i3;Jv::^^TiGATiO;is 


A0T;XVOT_P1^W*E1) 

%r3  svidUrTf"  accoun.'i^.n^  affairs  in,  any  admini  at  native  DiviEion 
or  Bi^rsaUc  Also  mke  surveys  covsririi;'  A-ocounltj,  Assets  or  Costs  ae  re- 
quired upon  Special  .issis^nrient  'ey  the  CoTnpt- roller,  and  preparation  of  reports 
covering  sariie. 


PURPOS; 


'?erifyi3ig  tJmt  all  Incorne  and  Receipts  are  nroperly  recordsde 


R^^SREI^CE 

n:o) 


PERSGM?i 


1 (f^o 


activity  FSRIX)^^!®  I’0„  p 


Conduct  Investigations  of  uiiusu?- 
Stores,  Warehouses  and  of  the  fitployees 
of  Stores s Wareheaises,  Suh-V/arehouses  a 
the  Corrptroller, 


1 shortares  and  irregularities  in 
thsjrain.  Conduct  regular  examinations 
nd  Seelaiim  v.'hen  and  as  required  by 


PURPOSE 

Determine  cause  of  the  slioitaaes,  preserve  the  assets  of  the  Board 
and  report  to  the  Field  Acccunting  -viTision  the  names  of  the  nersonnel 
against  whom  responsibility  claim,-  .are  to  he  estahlished„ 


REFEP.E'GE 

To) 


PERSONS  SL 


2 (F) 

1 (PT) 


ACTIVITY  FSSmEVW  KO,  3 

Provide  an^,’'  tja:ie  of  accounting  service  required  as  assistance  to 
other  .Divisions  or  Bureaus  dui^iiig  peak  periods  and  emergencies, 

PURPOSE 

To  insure  proper  and  efficient  (Operation  of  the  Hoard* s affairs^ 
REFER  EKCE 


- 3S 


(0) 


PSES0>1I?>X 


1 (PT) 


ACTIVITY  NO,  4 

Steaog?apMc  a..il  cl9ric£l|  takic^  dictatloa  froai  Investigators  and 
Staff  Accountant,  transcri'blps  lattara  end  affidavits  and  typing  of  official 
Board  reports  for  Comptroller*®  aignaturo.  Typing  Ebcpenss  Accounts,  time 
reports,  and  maintaining  correspondence  and  special  report  files, 

PURPOSE 

To  conduct  tJis  ncceseary  office  affairs  of  the  Investigations  Div=. 
Ision  and  to  raport  to  the  Board  the  Dia.l<=practice8  uncovered  and  the  names 
of  tho  Peraomiel  rs'ipo.nalhle,  eo  that  dleclplinary  action  can  he  administerod, 

RE&’EREUCS 

~"”'To) 

PERSOMEL 

1 (PT) 


ACTIVITY  PERyOB?-fED  HO,  q 

Act  ae  Secretary  to  the  Chief  of  Field  Accotintlng  Dlvieioaj  the  AssieW 
ant  Comptroller  and  the  Comptroller's  off less,  la  the  absence  of  their 
Secretaries,  Take  dictation  f;rom  Chief  of  Fiold  Accounting  Division  of 
Special  Board  Psports  rslatlv©  to  the  Special  Xavesti.gations  by  that  Division, 

PURPOSE 

Assisting  In  the  smooth  functioning  of  those  offices  due  to  nbsencos 
of  Secretaries  on  slsh  leave,  vacations,  ©to, 

PvEFERERCE 

^0) 

PERSOMESi 

1 (PT) 


PCTSYLVAIilA  LlWYfOil 


ACGomn'iK^  AKi!  sYmac?^ 


DISBURS.EMK.JTS 


ACTIVITY  PER}>X>RMaD  HQ.  1 
-Sapervision^ 


PUIiPOSB 

To  Rse  that  all  work  if?  ca.rried  out  according:  to  procedure,  that 
someone  is  familiar  rith.  all  pha-ses?  of  the  %jork  performed,  to  see  that 
work  is  finished  on  time.  To  coordinate  work  of  all  units  in  the  Division, 
to  maintain  discipline. 

BSFEHHJC.'B 


PEHSOIJNKL 

2 (F) 


ACTiviTi  Tmimvm  mo.  g' 
Secretarial. 


PUBTOSU 

To  take  dietetion  and  ti’anscriha  notes  cov=rui|;  correspondence  with 
vendors,  and  other  ,<Divigio?\e  and  Hureaiis  of  the  liquor  Control  Board, 
Miscellaneous  vjork  required, 

RSFER.EHCE 

Xo) 


P]2iS0Nh*]il 


1 (PT) 


ACTIVITY  P5RFORTO  ?10.  3 

Piling. 


PURPOSE 

To  maintain  file  of  transmittals  ccveriiv?  each  paymen,t  Tnade. 
REPERBJCP 

—(d) 

PER  SOM  5L 

1 (PT) 
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(Oj 


.‘f*^ 


activity  r iRif'OHraLi  I'O. 
‘1^7)  ing. 


PUHFOSrf; 

'I?o  tyr^e  rpo_u;lf?i lions  ocvsring  pay.r.snt  of  sloclr  liouor  invoices,  typing 
miscellaneous  reoort-s  required, 

HYl'ZHiiYC.Y 

3 - P'iscei  Cede  -»  Cection  1^01 . 

F rll30®iYL 

1 U) 

1 (P'f) 


ACTIVITY  PlPJOPd^YD  i10»  3 

Invoice  and  Kequipition  Section. 


FUnFOS'd 

To  audit  and  approve  for  ixiy?rent  invoices  covering  purchases  of 
stock  liquor  and  cashier  fees.  To  reouisition  risc-llaneous  invoices 
for -pagp^ent , to  record  a.ll  requisitions.  To  record  all  claims  and  na,yment 
of  claims.  To  audit  requisitions, 

s - P.L.  41£^,  193^,  Section  1. 

F YHSONH  YL 

31  (F) 


ACTIVITY  PFHFOk^^lD  NO.  6 

Supnly  a,nd  litnense  Accounting  S<=>ction, 

FUP.F0S5 

To  audit  a.nd  record  rent  invoices,  hea.t,  li-ght  and  nov/er  invoices, 
miscellaneous  sunnly  invoices,  bond  and  ins'urance  invoices,  emergency 
nurchar-e  invoices,  traveling  expense  invoices,  hotel  invoices,  vritness 
fees,  and  other  miscellaneous  invoices.  Th*  rels^ass  merchandise  from  "'bond'’. 
To  requisition  for  rayment  rent  invoices,  hee.t,  light  an^'  rower  invoices, 

3 » P.L.  Ul?^,  1935,  Section  1, 


PYRSOhPlX 

27  (F) 


ACTIVITY  P'TdF0E?-S3  !!0,  7 

Cpecial  Liquor  Section, 


PUiuOSA 

To  audit  and  requisition  invoices  for  usyrent  (special  liquor), 

- 39  - 


To  msiJitaJlB  records  pu-r-cb.aas  asid  sal®  of  special  liquoTo 

filSFESISSCS 

S -=.  Fiscal  Cod®  - Section  I5OI0 
S ™ P.L,  370.  1937,  Section  305, 

PERSCMMi 

10  (F) 
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ACGOnUTKC"  ABD  S'^'RVICE 


DISBUHSJ25-5S^TS 


ITOICE  AKS  ESUlTlSiglOS 

ACTIVITY  PiaroimsiD  HO,  I 
SuparvS.siC'Ci. 

PUBPOSS 

To  soc  that  aill  ?^»erk  is  cai^'ied  out  accordiag  to  procsdars,  that 
{»c®«oae  is  f€iJ?Jlliar  all  phaesa  of  tho  voric  perfos'K^d,  to  soo  that 
ttfoyk  is  fiaishod  on  t-isifc  To  ocos'diaat®  vark  of  all  Ualtg, 


B£IF£R.SiGE 

PERS>DBH.1SL 

1 (J) 


ACTIVITY  PEaroEm  2 

Glaiffis  ^ulto 

PURPOSE 

To  record  and  asoouat  for  all  olfiiss  ias'asd  hj  the  Board,  and  all 
olaims  oollected  hy  th®  Board* 

BSFEEIiSrGE 

\0) 


PESSCUPST. 


ACTIVITT  P_EPJOBRED  HQp  1 
Audit  Unite 

PURPOSE 

To  audit  liquor  a.ad  other  EJlseollanaoufi  hills  to  make  sure 

that  iniFolcas  ar©  ia  a©cor*1aaof.  v;lth  purchase  orders  or  contracts. 

BEFEEMGS 

s h.  hl2|,  1935  S@©Uoa  1 (d), 

FERSQUREL 

11  if) 


4*1 
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ACTIVITY  PaiFORKED  i^O,  U 

Accounts  payablp  Unite 

PUEPQS5 

To  record  stock  liquor  invoices  and  -nayrent  of  them, 
RZFZREMGE 

S ^ PoL,  1935  Section  1 (u)^ 

PERSONNEL 

ir(F) 


ACTIVITY  PIRTORFED  NO,  15 

Receipts  register  Unit, 


PURPOSE  • 

To  be  sure  that  all  stock  liquor  invoices  are  correct  as  to  receipt 
of  merchandise,  and  price, 

REb’EHENCE 

(0) 

PER  SOM  EL 

3 (F) 


ACTIVITY  PSRTORySD  KQ,  6 

Requisition  Records  ^nit. 


PURPOSE 

Ilf  I !■  — IMM  I 1. 

To  redord  all  requisitions  drr-vm  on  the  State  Treasurer 

reference 

S ^ Fiscal  Code  Section  I5OI, 

FSRSOMEL 

5 (?■) 

1 (PT) 


ACTIVITY  P EPJO RJ'ED  NO.  J 

Customs  and  Excise  Unit, 

PURPOSE 

To  secure  imported  merchandise  purchased  by  the  Board, 
REFER  EMC E 

3 - P,L,  370,  1937,  Section  ;?01  (a), 

PEHSOMEL 

? (F) 
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SUPPLY  ^j}L?gN:SE  ACCOTJUTING 

ACTIVITY  PERPORy^  NO,  1 
Supervisiono 


PUBPOSB 

To  see  that  all  %fork  is  carried  out  accordinf^  to  orocedure,  that 
someone  is  fariliar  with  all  -phases  of  the  -v^ork  uerformed  so  as  to  instruct 
new  0irioloyeeS|  to  see  that  work  is  finished  on  time*  to  maintain  disciplineo 

KEFEKaiCE 

(0) 

personnel 


ACTIVITY  PSKEROrEU  NO,,  g 

m If- r iiii—i  ■■  ■ ii  l ' ~~l * *""• 

Stenographic, 


PURPOSE 

~To  answer  telephone,  to  take  and  transcribe  dictation  for  Supply  and 
Ej^pease  Accounting  S\iper\-isor<, 

REFERENCE 

(0) 

PERSONNEL 

1 (F) 


ACTIVITY  PERFCmPED  NO,  3 

Supply  and  Equipment  Ledger  Unit, 

PURPOSE 

To  maintain  records  of  miscellaneous  supplies,  to  control  the  in- 
ventory of  such  items,  to  secure  figures  for  the  General  I^edger  division, 

reference 

— (0) 

PERSONNEL 

3 (F) 
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ACTIVITY  PS-diOIir-'Ei)  110.,  4 


Personnel  Expense  Unit,, 

PUHP05E 

To  audit,  code,  and  apr>rove  for  •na7irent,  in  accordance  with  Board 
regulations,  hotel  hills,  transportation  hills,  traveling  expense  vouchers, 
witness  fee  invoices,  and  claiios  for  refund^ 

HElj’SRHiCE 

S-P„Lo  177,  1929,  Sec.  216. 


PERSONNEL 

2 (F) 


ACTIVITY  PERT’OFJ'ED  NO.  5 

— — m pLi— miKiiii  I !■  . I mffm 

Agency  Purchase  Unit. 

PURPOSE 

To  audit  and  approve  for  payment  in  accordance  with  procedure,  con.- 
tracts  and  purcha.sa  orders,  invoices  covering  payment  of  supplies,  maintenanc 
services,  and  fixed  assets.  To  maintain  records  covering  such  items. 

REFERENCE 

S = P.L.  177,  19?9,  Sec.  507 A- 
PERSONNEL 

3 (F) 


activity  PERFOR^*£D  NO,  6 

Bonds  and  Insurance  Control  Unit. 

PURPOSE 

To  approve  Bond  and  Insurance  invoices  for  payment  and  to  maintain 
records  of  such  invoices^  To  secure  figures  for  General  Ledger  Division. 

REi!  £Ii  EN  C E 

S cP.L,  405,  1937.  Sec.  5. 

PERSONNEL 

3 (F) 


ACTIVITY  PERFORMED  NO.  7 

Utilities  and  Rents  Unit. 


PURPOSE 

To  audit  and  approve  for  payment  in  accordance  with  contracts; 
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invoices  for  rent,  hset,  ligfct  pcver,  a..,:,  freighto  ‘■‘■’o  maintain  record 
of  such  payments^  To  furnish  figures  for  the  G-eneral  Lf^dger  Divlsion- 

REt’ERSMCE 

S » P,L,  370,  1937,  Section  201  E, 

PERSONNEL 

9 (F) 


ACTIVITY  PERiORVED  NO,  S 

Emergency  Purchase  Unit* 


PURPOSE 

To  audit  and  annrove  for  pe  y ment  in  accordance  with  nrocedure, 
voices  coverir^  emergency  purchases'  to  issue  nurchase  orders  covering 
itemso 

REFERENCE 

S = PoLa  177,  1929»  Section  507U<, 

P Ei.'.  SONN  EL 

4 (y) 


ACTIVITY  performed  NO,  9 

Recording  on  invoice  register  all  invoices  received  in  Section, 
maintaining  inventory  of  Sn.forcem^nt  Siuipment* 

PURPOSE 

To  maintain  a jecord  of  each  invoice  received  in  this  section,  to 
maintain  a record  of  Enforcement  Equipment* 

REF  fRENCE 

To) 

PEIiSOMEL 

r(F) 
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PENNSYLYANIA  LP^iUCP  COYTROL  30;lRD 


ACCOUirriNG  and  service 


DISBURSED  T-Hrs 


SPECIAL  LI.j.Uq£ 

ACTIVITY  PEHIX3KySD  NO,  1 

Section  Supervision^, 

PURPOSE 

To  see  that  all  v.’crk  is  carried  out  according  to  procedure^  that 
soweone  is  fanillar  wth  all  phases  of  the  vo  rk:  performed  so  as  to  instruct 
new  employees,  to  see  that  ^.ork  is  finished  on  time|  maintain  disciplinec 

RSb’ERENCE 

To) 

PERSONNEL 


ACTIVITY  PERTORFED  NO,  ? 

Secretarial, 

PURPOSE 

To  take  and  transcribe  dictation  for  Special  Liquor  Supervisor, 

REFERENCE 

^0) 

PERSONNEL 

1 (F) 


ACTIVITY  PERPOa^SD  NO.  ^ 

Invoice  Audit  and  Requisition  Unit, 


PURPOSE 

To  see  that  payment  of  fp.c3cJal 
with  purchase  orders. 


liquor  invoices  is  made  in  accordance 


REFERENCE 

S = Fiscal  Code,  Section  150I 
s - P,L,  370,  1937 1 Section  3O5 


PERSONNEL 

? (F) 
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ACTIVITY  so..  4 

Sales  Audit  Unito 


PU.HP03£ 

To  maintain,  rscorde  of  enecial  liquor  commitment?,  accounts  payable, 
inventory  and  sales,  and  detail  of  figures  fur-nished  the  Creneral  Ledger 
divi sion^ 


REFERH^Gi: 

(0) 


FERSOMEL 

2 (F) 


ACTIVITY  FSaiXDRFED  YO,  5 
Filing  ^>'nite 

PURPOSE 

To  maintain  for  ready  reference  a file  of  all  special  liquor  orders, 
and  correspondencec, 

REFT21EJCE 

™-(0) 

PERSOHNilL 

(F) 


ACTIVITY  P£RliX)RrED  NO^  6 

Preparation  of  ?'onthly  Report  of  Operations, 


PURPOSE 

To  show  the  sales,  coat  of  sales,  expenses,  and  net  profit  covering 
the  operation-  of  the  Sneeial  Liquor  Section, 

REFERENCE 

“ (0) 

PERSONNEL 

1 (PT) 
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?SJNSTLyA2aA  LIi^LOH  COl'^rBCL  JOAitij 


ACGGU]KTING  AN.Q  SZRYICS 
BUCGErAHY  CONTBOL 


ACTIVITY  P£KK)R]^gJ  HO,  I 

Supervise  the  preparation  of  all  forecasts  and  budgets,  special  or 
regular  and  the  activities  of  the  Budgetary  Control  Division^, 

PURPOSS 

^'Maintaining  the  budgetary  system  promulgated  by  the  Governor’s 

officio 

KSFOISKCE 

S = PoLo  177 f 1929  Section  bOlo 


PEHSOMEL 

1 i^) 


AC'flVITI  PsaPORMED-  2 

Secretarial  and  Stenographic, 

PURPOSE 

Tak“  dictation  from  Division  Chief  and  transcribe  same  = perform 
necessary  routine  secretarial  v;ork  for  Division., 

Riil'IiaRi'JCS 

-—“To) 

PERSONNEL 

1 (P) 


ACTIVITY  PERFORMED  MO,  l 

Maintain  budget  records,  prepare  budget  estimates,  budgeted  balance 
sheet,  financial  forecast,  expense  forecast  by  function,  exnense  forecast 
by  object,  profit  and  loss  forecast,  estimate  of  revenue  and  receints, 
semi»monthly  financial  forecast,  monthly  detailed  profit  and  loss  budaet  and 
analysis,  monthly  detailed  exnense  budget  and  analysis,  analysis  of  expense 
and  sales  ner  cs-oita,  analysis  of  store  operating  exnense  and  tyning  of 
finished  renorts  and  statements. 
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PUiiPOSE 


To  provide  necessary  data  for  Co  nipt  roller , for  the  Board,  for  the 
Budget  Bureau  and  for  the  Departrr'ent  of  Hevenue„ 

KEIb^ERaJCE 

S ==  PoI»c  177,  1929  Section  GOI^ 

PERSOMg.. 

3 (PT) 


ACTIVITY  PERIORPPD  PO„  U 

Budgetary  Control  effected  through  Current  Source  Control  Ledger, 

Cash  Control  Ledger,  Co'^mtnient  Control  Ledger,  Salary  Control  Files,  ^ 
rent  control  file  ^^nd  purchase  cancellation  flle^ 

PUPPOSE 

The  accounts,  devices  and  methods  which  must  he  maintained  and  fol- 
lowed in  connection  with  the  budgetary  control  of  -nurclcases,  cash  and  expense 
and  capital  expenditures  of  the  Board  to  properly  reflect  all  deviations  and 
variances  of  actual  from  budgeted  amounts,  so  that  contributing  factors 

may  be  brought  to  light,  analyzed  and  economy  realized  through  their  cor- 
rection, 

HEl’EHENGS 

■ ■■I  m iiMii,  I 

(0) 

PERSOHNiiS. 

2 (F) 

3 (PT) 
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PEill^SYJ/vAFIA  LT.^UQIl  CONTHOL  BO-^HD 


ACCOfJI'JTING-  /aUD  service 


STATISTICS 


ACTIVITY  PEMDB^ED  NO,  1 

Directiion  of  Statistics  Division, 

PURPOSE 

Coordinate  and  expedite  activities  of  Division  engaged  in  the  collect- 
tion,  processing,  and  analysis  of  sales,  r)urchr5.se  and  inventory  data  pertain=* 
ing  to  the  liq.o.or  business  in  the  State  of  Pennsylvania,  and  the  distribution 
to  clients  and  Board  Officials  of  the  reports  and  an.^ses  in  printed  form. 


REFERENCE 

~Co) 


PERSODNSL 

1 (PT) 


ACTIVITY  PERIORTO  DO,  2 

Contacting  vendors  or  other  prospective  clients,, 


PURPOSE 

To  develop  and  promote  the  use  of  regularly  scheduled  statistical 
analyses  and  special  analyses  required  by  clients  for  specific  purposes, 

R.Ei’EREJICE 

To) 

PERSONNEL 

1 (PT) 


ACTIVITY  psrk)rmed  NO,  ;; 

Estimating  costs  of  preparing-  special  analyses, 

PURPOSE 

To  provide  a basis  for  quotations, 

HEl’EREL^'CE 

To) 

PERSONNEL 

1 (FT) 
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ACTIVITY  r^.FOH!^£D  NO.  U 

taking  quotaoions  on  regularly  prepared  or  special  analyses  or  reportSo 

FUKPOSE 

To  provide  a basis  for  the  clients®  approval^ 

Ra'EKENCE 

(0) 

PSkSONJiEl. 

1 (PT) 


ACTIVITY  PERK)R^^ED  hO.  5 

Planning  and  preparing  vjhere  necessary,  special  analyses  for 
clients  or  Board  Officials,, 

PURPOSE 

To  provide  analyses  in  vhich  the  data  is  TOst  advantageously  arranged 
to  insure  the  maxiirum  Informationo 

REi’ERENCE 

(o) 

PERSONNEL 

1 (PT) 


ACTIVITY  PEREORrED  hO,  S 

Supervision  of  Accounts  Receivable  hec^ger-, 


PURPOSE 

To  recommend  adjustments  to  accounts  receivable  for  approval  by 
Comptroll'='r  and  approve  transfers  of  overdue  accounts  to  Claimsc 

HSB’ERiUCE 

(0) 

PERSONNEL 

1 (PT) 


ACTIVITY  PSHRORVED  NO,  7 

Supervise  a group  of  employes  en  -aged  in  posting,  sorting  and  filing 
of  cards,  performing  involved  calculations  and  coinputations,  typing  tabulated 
columnar  copy  on  stencils  or  prepared  forms,  proofreading  and  rechecking 
and  final  distribution  of  reports* 
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PlIRPOSj^ 

To  insure  coordination  of  all  operations,  elisninating  unnecessary 
dunlication  of  effort  and  providina  definite  responsibility  for  productiono 

KEF  3Li  SYCE 

(0) 

PSKSONHEL 

1 (PT) 


ACTIVITY  PERFORr^ED  NO,  g 

Prepare  worksheets  for  snecial  surveys  and  analyses, 

PUitPOSE 

To  insure  nroper  arrangement  of  final  data  to  nrovlde  information 
required, 

KEFERElTCE 

"To) 

PERSONNEL 

1 (PT) 


ACTIVITY  PERFOKiVED  NO,  q 

Perform  especially  coirrplicated  work  involvinir  the  use  of  electric 
calculating  and  adding  machines, 

PURPOSE 

Reduce  data  to  form  suitable  for  tyning, 

HEB’ZRMCE 

(O) 

PERSONNEL 

1 (PT) 


ACTIVITY  PEHroKI'ED  NO,  10 

Act  as  Secretary  Stanographer  to  Chief  of  Division 


PURPOSE 

To  handle  correspondence  with  or  without  dictation 
views  and  time  special  r<:^r)crts  and  analyses. 


arrange  inter- 


REFigZNCE 

~To) 


PERSONNEL 

1 (PT) 
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ACTIVITY  pi^^FGiiy\:D  i:o.  11 

Maintain  Fersonn^^l  rpccrds 


PUHPOSE 

To  provide  proper  nedium  for  accumulation  of  all  data  pertaining 
to  pereonnelo 

KEi'EREi'iCi: 

"~J6) 

PEiSOMHEL 

1 (PT) 


ACTIVITY  PBRIORMEU  MO,  12 

Maintain  file?  and  follow=up„ 

PURPOSE 

To  provide  proper  filing  medium  for  correspondence,  reports,  financial 
statements,  etCo 

REi’ERMCE 

PSRSOWUEL 

1 (PT) 


ACTIVITY  PERFORMED  NO,  13 

Maintaining  ledger  of  Vendors®  Account So 

PURPOSE 

To  provide  an  acco’mts  receivable  control  for  charges  for  subscribed 
service  and  Tsayments  received  by  the  Cashier,  for  use  as  the  basis  of  monthly 
invoicesc 

R£};'ERENCE 

(0) 

PERSOR^UEL 

TTi^t) 


ACTIVITY  PEHK)RMED  W,  l4 

Bill  Statistical  Service  To  clients^ 

PUiiPOSE 

To  provide  each  client  with  an  individual  itemized  monthly  statement 
of  accounts  payable  for  statistical  service. 


REFEREJCE 
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ACTIVITY  PaRFORrED  NO. 

^'^»psenge^  Serviceo 

PUKPQSE 

EjcDPdite  delivery  of  stencilp  and  hecto^raDh  forma  to,  and  collection 
of  duplicated  material  from  Duplicating  Division  and  delivery  of  special 
reports  to  "Board  Official 


RE1-’'ERENC£ 

(0) 

PiiIii5QfI!£L 

1 (PT) 


ACTIVITY  PERP0H^^ED  HQ,  Ib 

Operate  Lar^^e  Wire  Stapling  ^^^chine„ 

PUKPO  SE 

To  bind  assembled  pa^as  into  reportso 

KEPERENCE 

(0) 


PERSOMEL 

iTpt) 


ACTIVITY  PERPORMED  17 

Remove  carbons  from  tabulated  reports, 

PURPOSE 

To  preoare  reports  for  assembly, 
HH'^ERSWCE 

To) 

P.ERSONNEL 

1 (PT) 


ACTIVITY  PEHTOHM  NO,  Ig 
Sort  cards* 


PURPOSE 

To  prepare  basic  cards  for  accumulation, 
5?ubsequent  additional  postin^<, 


calculation  or  typing, 


and 


54  - 


,1':’ 


'/X‘J' 


ifc: 


~™To) 


PEHSONFEL 

1 (PT) 


ACTIVITY  P£E&X)HPED  NO„  iq 

Office  AT)T)liance  Section 

(Calculating  and  A^dding  Machine  Operations) 

FUEPOSP 

To  reduce  I)asic  information  to  form  suitaWe  for  typing, 

(0) 

PBiSOMEL 

5 (F) 

1 (PT) 


ACTIVITY  PEHPOHPa)  NO,  gQ 
Typing  Section 

(TjToing  Operations) 


PURPOSE 

To  reduce  tasic  information  to 
distribution. 


form  suitable  for  reproduction  or 


REFERENCE 

(0) 

persomel 

1 (p) 

5 (PT) 


ACTIVITY  PERFOBPEn  NO,  oi 

Proofreading  Section 

(Proofreading  Operations) 


(Clerical  Operations) 


PURPOSE 

To  insure  accuracy  of  all 
duction  or  distribution. 


typewritten  material  prepared  for  repro- 


To  prepare  basic  cards,  assemble  and  distribute  reports, 

PERSONNEL 

I (F) 

II  (PT) 
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FMSYLVAIjlA  LI^tUOK  CONTROL  TtOARD 


ACCOUI>?TING  AND  SZRVICS 
STATISTICS 


PPFICL  MTLIANCE 
ACTIVITY  PSRTORrSD  NO.  1 

Calculate  ratios  of  sales  or  inventories  to  tctal  sales  or  total 
inventories  and  percentage  of  increase  or  decreese,  usina  calculator. 

PURPOS'S 

Reduce  basic  information  to  form  suitable  for  tyning. 

REFLRUTCE 

Co) 

PERSONNEL 

r(F) 


PROOFREADING 


ACTIVITY  PERimFED  NO„ 

Proofread^  stencils, 

fo  rm. 


hectographs  and  typewritten  reports  in  other 


PURPOSE 


To 

pro duction 


insure  accuracy  of  all  tyoev/ritten  material 
or  distribution. 


prepared  for 


re- 


REB'ERENCS 


PERSONNEL 

5 (P) 


typing 


Typing 

ACTIVITY  PERFORFhj  NO,  1 

-i-yning  tabulated,  columnar  reports  on 

PURPOSE 


stencil  or  prepared  forms. 


Reduce  basic  information  to 
■oro  duction. 


form  suitable  for  distribution  and  re 


reference 

(tr) 

PERSONNEL 


7 (P) 
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PENNSYLVANIA  Liq,UOR  CON'^ROL  BOARD 


ACCOUNTING  AND  SiaVICE 
SUPPLI 


ACTIVITY  PERPORMSD  NO,  1 

Su-oervi sioa  of  suT)r)lles  Division^ 


PURPOSE  . 

To  purchase  sutdoIIss  and  eq^uiDment  as  required  by  law>=to  store  and 
disburse  throueihout  State  Lia.uor  Systetrio 

REJERENCE 

(0) 


PERSONNM; 

1 (F) 

1 (PT) 


ACTIVITY  PERFORMED  M0»  2 

Proctirempnt  Section, 

PURT^OSB 

Purchase  of  all.  su-oolies,  equipment  and  service  and  repairs,  f'ain® 
tenance  of  all  mrchass  records.  Supervising  of  inspection  of  materials 
received.  Pilling  of  orders,  ^'aintenance  of  Perpetual  Inventory  Records, 

KEB’ERBNCE 

S ==  P,L,  177,  1929,  Section  50?  (a) 


PERSONI^EL 

9 (F) 

ACTIVITY  PEREORFED  NO,  3 
Storage  Section, 

PURPOSE 

Supervising,  recexvinr,  storina,  packing  and  shiT)T>ing  supplies, 
REFERENCE 

To) 

PERSONNEL 

10  (F) 
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ACTIVITY  PaRFORVjED  KO,  4 

Decal  CO  jnania  Seal  Section 


PUKPOSfi 

Purchasin'^,  storine",  handling  and  shipping  seals* 
K.£1’£R£;TC£ 

S « P*L*  370,  1937,  Section  203  if) 

FMiSONUHi 

3 0") 


ACTIVITY  PSRimi'^ED  KO,  ^ 

Secretary, 

PUKPQSE 

Secretarial, 

PSF2HENCE 

PERSONNEL 

1 (F) 
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UGH  G01~II:0L  i^OARD 
A.GGOUIITIIIG  AITD  S.WICS 
DUPLICATING 


ACTIVITY  PlEFOHMiiD  NO.  T 

Su-oervipion  a-  Chief  of  Division, 

PURPOSE 

I^irect  and  coordinate  activities  of  the  tvo 
fts  listed  on  the  folio  wins’  i:B..5eSo 


sections  of  this  Division 


REFER  aJCP 

~To) 


P aiSONNEL 

1 (F) 


ACTIVITY  PERFOR?/SD  NO.  o 

Supervision  as  Assistant  Chief  of  Division 

purpose 

Act  as  assistant  to  Division  Chief, 
REFSREfJCS 

To) 

PIRSOMEL 

i (PT) 


ACTIVITY  PERlDRr/ED  NO^  ^ 

Copy  preraratlon  Section, 

PURPOSE 

photo  cjp“"stenfll1retf  = - 

I^ivision,  ' * necessary  stenographic  duties  of 

/ 

refer  EMCS 

(0) 

FiRSONNEL 

6 (F) 

1 (PT) 


^TIVITY  PERFQRKsp  NO.  4 

Operating  Section^ 
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FURPOSS; 


oatiag  of  formas  thxout'^ix  photoatatg  offset  printing^ 

raultigraph  prisAtln^jg  mlssogxaph  and  hectograpVi  prcceBSOGo 
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SSISSMS2 
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PERS0KH5L 

14  (F‘) 
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?i2!^;3YLVA:”A  LI’s,';OH  COITTHOL  BOAHJj 


ACCOT;^TIiT(>  AND  S"AVICE 


DUPLICATING 


COPY  PKSFARATION 
ACTIVITY  PETiFORyED  NO,  1 

*^**^^^^^**^"****^  " ' " ^ III  P^ll  ■!  HI.JJ 

Su-nerYision  of  Sectiorio 

PURPOSE 

Preioarin-p:  exact  copy  for  Operating  Unit, 

RSP2HSI0E 

~ 

PERSONNEL 

1 (PT) 

ACTIVITY  PERIW/ED  NO,  g 

Assistant  Su-nsrvislon  of  Ssction, 

PURPOSE 

Prepari'i^  exact  copy  for  Oneratinir  Unit, 
R-fil’ERffilCi 

PERSONNEL 

1 (PT) 


ACTIVITY  PSRPORJ'SD  NO,  E 
Forms  Drafting, 

PURPOSE 

Preparing  exact  copy  for  Operating  Unit, 

RRtf’ERSNCE 

(0) 

PEitSONNZL 

1 (PT) 


ACTIVITY  P£RI?t)RM£D  NQ,  4 
Copy  ^reparation. 
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_?UIl?OS£ 

Prsparin-^  exact  copy  I'or  O-.oer  Untt, 

(Tna?  include'^  tyoiX;^  !^tannils,  h'--ctoc:rraph  rnaotem,  aluninarr'  or 
sensitised  paner,  direct  i^fatse  nlates,  or  on  drafted  copy  for  photographic 
reproduction.  Typing  equipnont  includes  llectrorotic  mchin^r,  Print 
Face  equipment  and  Vari typer,  all  equipped  with  carbon  paper  ribbons  for 
offset  printin,®"  copy,  excepting  those  used  to  make  stencils  and  Hectograph 
masters) 0 


(o) 


PERSOm^iilj 

1 (F) 

3 (FT) 


ACTIVI'TY  PEKiDRPaD  M), 

Clerical. 


PUHPOSE 


Issuing  dob  Printing  Ord 
process,  and  all  completed  jobs 
monthly  to  coirp troll er. 


ers  and  keeping  files  and  records  of  work 
. CoTTipile  Division  reports  weekly  and 


in 


REFERE'ICE 

To) 


2 (PT) 


ACTIVITY  PEHliQRFED  jjQ,  r. 
Proofreading, 


PURPOSE 

Proofreading  drafted  or  printed  copy  of  all  duplicating  work 
REFERENCE 

lo) 


PERSONNEL 

P (PT) 
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OPSHATISG- 

ACTIVITY  FI5R3\)RMED  HQ,  1 

Sup ©r-?”! 8 ion  over  Operating  Unlta  llflted  b8lov„ 


PURPOSB 

Coordinate  actiTitiss  of  Photographio,  Machine  and  Bindery  Unltflo 
and  maintela  machinery  and  production.  Observe  constant  check  on  work 
produced, 

IffigSRSHCE 

0 

PERSONNEL 

I (D 


ACTIVITY  P3^RJ0Bl.fED  NC.,  2 
Photographic  Unit 

PURPOSE 

ProduQ®  pliotogtats  and  photo^off  plates  for  Multilith  press, 

REFERENCE 

0 

PERSONNEL 

2 (PT) 


ACTIVITY  PERFOm^lED  NO^  ^ 
Machine  Unit 


PURPOSE 


Produce  quantities  of  duplicated  natter  as  required, 

REFERENCE 

0 

PEBSON!ffi!L 

X (P) 

9 (PT) 

ACTIVITY  PERFORT^E  MO,  4 
Bindery  Unit 


PURPOSE 


Collate e pad®  staple ^ number  and  punch  duplicated  natter  as  required, 


BEFEHENCE 

0 

PERSONNEL 

4 (F) 

7 (PT) 
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PMSYLYMIA  Ll-oUOil  COL'T-HOL  BOARD 


ACCOUNTIKG  Ai^iD  SERVICE 

copma  CATIONS 


ACTIVITY  P.EHj^DRNRD  NO.,  1 

Supervise  the  activities  of  the  Room  and  Nogcen^ers. 

Coordinate  all  duties  of  "Pail  and  Passenger"  and  "Telegraph" 
sections  of  Communications  Division,,  Handle  personnel  matters  subject  to 
Comiotrollero  Purchase,  safeguard,  issue  and  account  for  all  stamps  and  moneys 
received  by  this  Division  and  render  monthly  reports  to  Comptrollero 

PURPOSE 

Provide  incoming  and  outgoia°r  mail  service  to  all  rooms  occupied  by 
Pennsylvania  Liquor  Control  Boardj  also  to  nrovide  regular  messenger 
service  for  the  Board  and  all  sub<^ divisions  ^^fithin  the  building  to  other 
deoartments  and  to  various  business  establishments  as  requiredo  To  provide 
teletype  service  as  directed  by  the  Boardo 

Ra'ERENGE 

"^0) 


PERSONNEL 

1 O') 


ACTIVITY  PEtiFORMED  NO,,  2 

Direct  and  assist,  and  train  messengers  and  mail  clerks,. 


Act  as  Assistant  to  Chief  of  Division  in  all  matters  and  assume 
those  duties  in  absence  of  Chiefs  Keep  file  of  daily  mailings. 


PURL"0S.S 

Provide  direct  sunervision  over 
and  direct  and  coordinate  every  detail 
regular  efficient,  mail,  messenrer  and 
the  Board  and  its  sub-divisions. 


all  mail  room  and  telegraph  eirployees, 
of  their  activities  in  order  that 
tel-^graph  services  be  provided  to 


RZb’ERSLiC  A 

“ To) 

PEfiCONN];!. 

1 (P) 


ACTIVITY  PiRJ;t)RNED  NO,  7 

oort  and  distribute  all  incomirvr  mail.  Perform  the 
messenger  service  both  in  and  out  of  the  building. 


necessary 
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Listing  of  incoming  and  outgoing  rf^gistersd  nall^  Listing  of  incomino;  and 
outgoing  insured  "silc  Listing  inco:iing  express  packages.  Prepare  and 
assemble  outgoing  mail  and  nppl^  po=5tage.  Keep  dally  record  of  t)0<=taige 
charged  to  each  function;  also  a record  of  parcel  post  charges  to  each  store, 
^■^ke  a daily  record  of  postage  srent  each  day  to  the  Post  Office,  Operate 
the  following  machines?  foldin,?  irachine,  letter  opener,  and  postage  meter 
machine,  Drivinr  track,  'dnclosinc  circulars,  bulletins  and  license  annli- 
cations, 

PUKP0S2 

To  assure  the  safeguarding,  ■oroirrot  delivery  and  di snatch  of  all  mail. 


HEi'SKHTCE 

(O) 

PERSONNEL 

11  (P) 


ACTIVITY  PERPORMED  NO,  k 

Send  and  receive  teletyne  messages,  telegrams  and  take  dictation 
over  the  phonPc  -^esp  file  of  all  telegrams,  Tyne  monthly  i^nil  Room 
reports,  handle  retail  stamp  sales, 

PURPOSE 

To  provide  telegraph  service  for  the  Board, 

REFERENCE 


PERSONNEL 

1 (P) 
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'Sl'iSSYLVAi;IA  CO'Y-  A-  '^CART' 


STATS  3TCRSS 


AD?'INI  STRATI  VE 


ACTIVITY  PERlWVJiilD  HOc  I 


Adninistrate  the  activitie?  of  the  Bureau  of  State  Storp? 
involving  the  functions  of  the  divisions  of- 

(a)  Purchasing  regular  and  snecAal  r.erchanclise 

(b)  Testing  Laboratory 

(c)  Warehousing  and  distribution  of  liquors 

(d)  Operations  of  575  Pennsylvania  Lia^uor  Stores 

(e)  Heal  Estate  and  automotive  equipment 

(f)  The  current  Bor.rd.^s  regulations  on  the  rationing  of  merchandise 


PURPOSE 

To  buy,  iTiToort,  -Desseas  and  sell  liquor  and  alcohol;  control  the 
manufacture,  nossession,  salp,  consursption,  imoortation,  transoortation 
and  delivery  of  liquor  and  alcohol,  fixing  wholesale  and  retail  nrice 
thereof;  determine  the  location  where  liquor  stores  shall  be  established; 
lease,  furnish  and  equin,  through  the  Department  of  Property  and  Sunplips 
as  agent,  build.in,?s,  rooms  and  accomtriodations  required. 


Kja*‘ERDN~CE 

Act  370,  Article  II,  Section  201, 

(a)  (b)  (c)  (e)  (f)  (g)  (h) 

Act  370,  Article  II,  Section  203. 

(a)  (b)  (c)  (e)  (f) 

Act  370,  Article  III,  Section  3OI, 
Section  303,  Section  304,  Section  305, 


P ERSQhirEL 

S (B’) 
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PS^ITSYLVANIA  LIQUOR  COK’KIOL  BOARD 


STATS  STORES 


PURCHASING 


activity  P3RP0RHSD  NO,  1 

Superrise  the  work  of  the  Liquor  Order  and  Inventory  Control  Section 

PURPOSE 

To  coinplete  preparation  of  orders,  costing,  etc* 

REFERENCE 

Act  370,  Section  305  and  Current  OP  A-  B^^iatlons 

(O) 

1 (?) 


LS(.^U0R  orders 

ACTIVITY  PERFORMED  NO.  ? 

' *'  ' ■ ' — ; I ■ ■! 

Complete  the  arithmetical  calculation  of  purchase  orders  by  costin-^ 
extending  and  totaling  such  orders,  ^ 

Recording  of  cost  changes  on  cost  cards, 

PURPOSE 

To  prepare  reguler  orders  for  approval  of  the  13oard  and  distribu- 
tion to  vendorso 

To  maintain  a complete  file  of  the  cost  of  merchandise  on  reaular 


— lo) 

PERSONNEL 

? (F) 


INVENTORY  CONTROL 
ACTIVITY  performed  NO,  3 

Maintain  cost  and  price  records  for  all  items, 

^iYuing,  filing,  prepare  data  for  reports  and  special  studies 


as  reguestedo 


PURPOSE 


costs,  and  aid  in  the  preparation 
Lists,  price  change  notices  and 


, establishing  a 


REFERH^CE 

(0) 

PERSONNEL 


5 (F) 
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PStTNSYLYAITIA  LI^jijOL  CO.V-j?BOL  EOA5D 
STA'f  A STORES 
PURCHASING 


KjtCLAlV 
CENTHiiL  Oi’PICE 
PHILADELPHIA  c=  PITTSBURGH 

ACTIVITY  PEHKtRMpD  NO,  j 

Direction  of  the  activities  of  field  offices  at  Philadelphia  and 
Pitt.sburgho 

PURPOSE 

Coirplete  the  duties  as  assigned  by  the  Pennsylvania  Liauor  Control 

Boards 


activity  PERPORUED  no,  2 

DeterTrine  and  adjudge  the  salability  of  reclainied  merchandise  pups'- 
tloned  by  State  Store  personnelc 

PURPOSE 

To  salvage  all  usable  merchandlsee 


ACTIVITY  PERPOEySD  NO, 

Negotiate  with  vendors  for  the  return  and/or  salvage  of  unsalable 
merchandise, 

PUliPOSE 

To  salvage  all  usable  nerctondise. 


ACTIVITY  PERiORrSD  NO,  U 

Maintain  records  and  files  of  all  merchandise  received  and  disposed  of, 

PURPOSE 

To  pronerly  account  for  all  merchandise  directed  through  the  Field 

Office, 


REFEREliCE 


PERSONNEL 

fe  (F) 
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PamSYLVAigA  LI«t,UOic  COI-'TFJJL  T30ARD 


STATE  STORES 


PUKCHASBTG 

^1"  ■■■  I IIH->III 


SFZCIAL  ORDaiS  & ORDER  VlKITIKG 
ACTIVITY  PERiDRMED  NO,  1 

Review  ap’^ii cations,  make  recoi^nendatlons  for  aT)T)roval,  nlace 
orders  for  « any  and  all  tyrie?-  of  merchandise  not  on  the  Board^s  regular 
list  and  otherwise  becomep  some  t^noe  of  "S-oeclal  Order”. 

Supervise  the  activities  of  the  -'loecial  Liquor  order  and  Order 
V/ritinm  Sections. 

Perform  stenographic  and  secretarial  s<-rvice,  filing  and  clerical 

wo  rk. 


PURPOSE 

«*— ea»e  I fni  W1.I, 


Effectively  carry  out  Board  policy  on  Special  Orders. 


REi’EREiJCE 


(0) 


PERSONNEL 


ESSO’S 
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PEm\TSYLVANIA  LlM,aCfi  COE'JHOL  EO.ARD 


STATS  STOHES 
TESTING  LABORATORY 


activity  PSRFORRSD  NO.  1 

Chemical  analysis  of  all  items  submitted  for  listing,  prior  to  listing 
both  stock  and  Special  Liquor  Orders, 

N'aintenance  of  Records, 

Investigation  of  Comolaints, 

Perform  secretarial  duties  in  line  with  requirements  of  the  Chief  of 
the  Testinsr  laboratory. 


PURPOSE 

Protection  of  Board  and  Public  by  assuring  that  inferior  merchandise 
is  not  accented  by  the  RoarcU 


REFERELx^CE 


Act  370,  Article  II,  Section  201 
(b).  Section  202  (d)  (c) 


PERSONNEL 
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P PI!  N S YLYA?!  I A LI  CONTROL  BO.i-HD 


■TE  STOP 
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WAREIIOUSiya  & DI3TRIi3UTIOi>i~AJVIMISTPATIV£ 


activities  F£RF0R?-^ED 

Direct  the  activities  of  the  Warehousia?*  and  Distribution  Division 
covering  the  receipts  and  shipments  of  liciuors  frori  vendors,  throxi^h 
warehouses  and  to  the  State  Stores,. 

2»  Under  the  supervision  of  the  Chief  of  Vterehousinc?  and  Distribution, 
the  Store  Inventory  Analysis  Section  at  Central  Office  nrenares  and 
analyzes  stati'-tics  of  store  and  warehouse  stocks  and  sales  by  codes  of 
merchandise  ree-vilarly  stocked  la  stores* 

3^  The  Claim  Section  orvparss  all  claims  of  loss  and  damage  P-gainst 
carriers.  Warehouse  Corntxanies  and  vendors* 

U,  The  Traffic  Section  prepares  releases  and  shipping  instructions 
to  cover  purcha.se  orders  Issuedj  maintains  records  and  advises  ware«= 
house®  of  shipments;  checks  freight  bills* 

Originate  forms  and  writs  procedure  related  to  stocking  of  stores 
with  liquor* 

B*  Perform  stenographic  service,  etc* 


PURPOSE 

Carry  out  Board  policy* 


REFERENCE 

(0) 


PEiiSOMEL 


12  (P) 
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F gTITSTL^AiNMA  LI  fPIITROL 

STATE  STORES 

WARSiloaSlNG  AND  DISTRIBUTION 


PHI  LAD  UPHIA  c SCRANTON-P I TP  SBUHGR-  .ERI E 
ACTIVITIES  PZKb’OKRED 

la  Thp  Su^Vferehousp  Unit  tinder  the  ‘^uner^islon  of  the  Superintendent 
and/or  Ape.istant  Warehouse  Superintendent  of  the  Varel-iouee  Unit,  receive 
and  recondition  nerchandiae  dfijria^ed  "by  carriers  and  warehouseo 

The  Suh-Warehouse  Unit  receives  inerchandisa  from  stores  and/or 
from  Warehouse  and  eventually  selects  and  distrihutes  certain  quantities 
thereof  for  distribution  to  State  Stores  or  return  to  vendor* 

3o  The  Suh^V/a rehouse  Unit  naintaina  Its  o^vn  records  of  receipts  and 
shipments  of  all  incoming  and  outgoina-  merchandise,  also  prenares  reports 
of  shortages  end  damages* 

4*  In  the  Warehouse  Unit  « stenographic  service  =»  correspondence,  typing^ 
filing  and  etc. 


PURPOSE 


To  effectively  carry  out  the  policy,  operations  and  regulations 
formulated  by  the  Board. 


R£I«’.ERENCB 

(0) 


PERSONNEL 


lersocnel  assigned  to 

Warehouse  #1  - Philadelphia  17 

Warehouse7'/2  « Scranton  10 

Warehouse  #4  ~ Pittsburgh"  14" 

Warehouse  #5  - Erie  2. 

New  Castl®  Unit 8 
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PENNSYLVANIA  LIh^'OR  COUTHOL  IQ/Jli) 


STATE  STORYS 

STATE  STORES 


DlSTjgCT  SUPERINTENDB^CY 

ACTIVITY  PERK)R?^  NO^  1 

Supervise  th3  operation  of  Pennsylvania  Liquor  Stores  (currently 
575  stores), 

PCRPOSE 

Efficient  operatlono 

Rffl'^EREITCS 

(0) 

PERSONNEL 

37  (y) 


ACTIVITY  P3HPQRVSD  NO.  3 

Operate  Pennsylvania  Liquor  Store,  alone  or  with  additional  personnels 

PURPOSE 

To  receive  and  sell  to  the  public,  alcoholic  beverages, 

REFERENCE 

H * Various  S«Act  370,  Article  III,  Sections  301,  303.  304.  etc. 
Sections  301,  303,  304,  etc, 

ACTIVITY  PERPORyED  NO,  -3; 

f^aintain  proper  accounting  of  cash  receints  and  transmit  same 
to  Central  Office  or  denosit  with  designated  bank  or  financial  a-^ent, 

PURPOSE 

Protection  of  state  funds. 


ACTIVITY  PEREORMSD  NO.  4 

Vaintain  nroner  bookkeeping  and  accounting  records 
nit  various  reports  and  statements  as  required,  ' 


nrenare  and 


sub- 


PURPOSE 


Proper  store  operation  rroner  accountias; 
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1-'2^TI5SYLVA’]IA  LIs,aO;<.  COt’TROL  POAKD 


STATY  STOHSS 


REAL  ESTATE  AND 


PHILADELPHIA  WILKES-BARRE  - PITTSBURGH 


ACTIVITY  PSR?X}KHED  RO,  1 

To  take  real  estate  piotions  for  premises  to  be  leased  and 
occupied  under  the  jurisdiction  of  the  Pennsylvania  Liquor  Control  Board, 
includin'?  State  Stores,  Offices,  warehouses,  garages,  etc. 

Supervise  mintenance  work* 


PURPOSE 

To  offer  for  review  to  the  Pennsylvania  Liquor  Control  Board  and 
the  Deoartnent  of  Property  and  Supplies  the  exact  conditions  to  he  en>=* 
bodied  in  a lease. 

To  oversee  the  work  performed  by  mechanics, 

REFERENCE 

Act  370,  Article  2, 

Section  201,  Paragraph  E, 


ACTIVITY  PERFORFED  HO,  g 

Perform  stenographic  work  of  shorthand,  tyning,  filing,  etc,,  as 
required  by  the  Division  at  the  direction  of  the  Supervisor  of  Real  Estate 
and  'Equipment o 

PURPOSE 

To  facilitate  the  work  of  the  Supervisor, 

HEFERS^CE 

Act  370,  Article  2, 

Section  201,  Paragraph  E 


PERSONNEL 

~r(F) 


NOTE? 

The  above  work  is  performed  under  the  direction  of  the  Supervisor  of 
Pittsburgh^  offices,  Philadelphia,  Wilkes-Barre, 
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ACTIVITY  PERFOitMaj  ITQ,  ^ 

Under  the  direction  of  thp  Supervisor  of  heal  -state,  schedule 
repairs,  alterations,  chaiv^e  of  bin  layouts,  mke  surveys  at  and  for 
properties  leased  by  the  Pennsylvania  Liquor  Control  hoards 

PUhPOSg 

To  accomplish  necessary  alterations  and  additions  required  for  State 
property., 

•^ct  370,  Article  2, 

Section  201,  Paragraph  E, 

PERSON  EL 

Five  maintenance  men  have  headquarters  at  Pittsburgh,  two  at 
Philadelphia,  and  one  at  V/ilkes^^Barrco 


ACTIVITY  PERFORMED  ITQ,  4 

Supervise  the  activities  of  persona  in  the  i^aintenance,  operation 
and  repairs  of  the  Northwest  Office  Building. 

'i'''nintain,  install  and  repair  all  typea  of  stationary  and  mechanical 
property  and  equipment  in  the  Northwest  Office  Building* 

Operation  of  eli^vators. 

Perform  watchman  service. 

Perform  Janitorial  service* 

PURPOSE 

Through  this  Bureau  to  represent  the  Department  of  Property  and 
Supplies  in  maintaining  the  Northwest  Office  :8uilding* 

REFEKEIv'CE 

Act  370,  Article  2, 

Section  201,  Paragraph  E* 


PERSONNEL 

52  (F) 
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PSmSYLVANIA  LIQ.UOR  CONTROL  BOARD 


PUBLIC  RRJ.ATIOR5 


ACTIVITY  PJiR5X)RH2D  NO,  1 

Ascertain  public  opinion  by  readin<^  and  clipping  newspapers  and 
keeping  clippings  in  permanent,  usable  form, 

PURPOSE 

To  ke^p  the  Liquor  Control  Board  informed  as  to  the  public’s  re^ 
action  to  its  policies  and  inanasemente 


ACTIVITY  PERPOR?^ED  NO,  ? 

Watch  legislation  and  maintain  files  of  bills  involving  liquor 
control, 

PURPOSE 

To  advise  Board  of  legislative  intent. 


ACTIVITY  PSRPX)R?'SD  NO,  3 

Secretarial  and  stenographic  service, 

' L’USPOSP 

To  accoTTOlish  work. 


REFER  £1JC£ 

^0) 


PERsoima. 

3 (F) 
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Pros'lTOJ4IA  LI'^iUOR  CONTROL  BOARD 


LHJAl  BUREAU 


ACTIVITI  £S  PERFORMED 

1,  Advise  the  Pennsylvania  Liquor  Control  Board  and  its  bureau  heads 
on  all  legal  matters, 

2.  Direct  work  of  Clerical  ^^nit, 

3«  Renresent  the  Board  at  hearings  on  license  application^  and  citations, 
and  before  the  courts  on  appeals  from  Board  orders, 

4,  Secretarial  and  stenographic  work. 


PURPOSE 

To  furnish  all  legal  services  necessary  to  carry  out  the  provisions 
of  the  laws  relating  to  the  regulation  and  control  of  the  traffic  in  liquor 
and  malt  or  breved  beverages. 


REFERENCE 

''S«  and  ''R"s 

Act  of  j^’ovember  29,  1933 » •^«L,  15,  known  as  the  Pennsylvania 
Liquor  Control  Act,  as  re-enacted  and  amended; 

Act  of  y^ay  3;  1933,  25f^,  known  as  the  Beverage  License 

Lav,  as  re-enacted  and  amended; 

Act  of  February  I9,  I926,  P,L„  16,  as  re-enacted  and  amended; 
Board  Regulations, 


PiiRSOIJKEL 
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pamsYLYAiUA  LI4U0P.  Goyrg-OL  -board 


LH>AL  BURHA.U 


LH>AL  DISTRICTS 
activity  PERPOR?^i3)  HO,  1 

Represent  the  Liquor  Control  Board  as  counsel  in  Board  hearings 
on  license  applications  and  citationse 

Renresent  the  Liquor  Control  Board  in  the  courts  on  anneals  from 
Boa.rd  orders,  on  license  annllcations  and  citationso 

Renresent  the  Liquor  Control  Board  in  court  nroceedings  for  the 
condemnation  and  forfeiture  of  alle.qed  contraband  liquor  and  motor  vehicles, 

Secretfirial  and  stenographic  work  in  Pittsburgh  and  Philadelnhia, 


PURPOSE 

Carry  out  the  nro visions  of  the  liquor  laws  relating  to  the  issuance, 

renewal,  transfer,  suppension  and  revocation  of  licenses;  forfeiture  of 
•seized  liquor  and  motor  vehicles;  padlock  nroceedings,  etc. 


REFERENCE 

"S'*  and  ”R‘': 

Act  of  November  29,  1933»  I5,  known  as  the  Pennsylvania 

Liquor  Control  Act,  as  re-enacted  and  amended; 

Act  of  y&y  3.  1933,  252,  known  as  the  Beverage  License 

Lavr,  as  re-enacted  and  amended; 

Act  of  February  I9,  1926,  P,L,  I6, 
as  re-enacted  and  amended;  Board  Regulations., 


PERSONNEL 

11  (F) 
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PEtTNSYLVMIA  LIC^UOR^  COI'TTHOL  i30/iP.D 
L3JAL  BUKmU 


CL  m CAL 

ACTIVITY  P^RPORMBD  NO,  1 

PrpDare  for  "board  signature  all  opinions  and  orders  revoking  and 
cusoending  licenses, 

Keep  orooer  ease  files  and  ap^to-date  card  file  on  all  caseso 

Handle  required  correspondence  on  all  appeals  and  tnatters  ner® 
teinlng  thereto o 


PURPOSE 

Garry  out  the  provisions  of  the  liquor  laws  relating  to  the  issuance, 
renewal,  transfer,  suspension  and  revocation  of  licenses;  forfeiture  of 
seized  liquor  and  inotor  vehicles;  padlock  proceedings,  etc. 


REFJiJlENCE 

“3“  and  ''R" 


Act  of  Rovemher  29,  1933 » 

15 » known  as  the 

Pennsylvania  Liquor  Control  Act, 
as  re-enapted  and  amended; 

Act  of  May  3,  1933,  P,L,  ^52, 
known  as  the  Beverage  License  Law, 
as  re-enacted  and  amended; 

Act  of  February  I9,  l9Pf'),  I’L,  I6, 
as  re-enacted  and  amended; 

Board  Regulations. 


PERSONNEL 
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PmiSYLVilT'IA  LIW-TOK  COivTIiOL  BOAUD 


PEHSOFYEL  BURIAU 


ACTIVITY  Pijai’ORrsu  r:o,  i 

SuDervisse  Personnel  Rurenu  including  nrepftratlon  and  maintenance 
of  all  -Dersonnel  and  payroll  records. 

HpceiVA  jnail,  assem'ble  infortration,  reply  to  corresrondence,  take 
and  tranocribe  dictation,  act  as  secretaries  to  Personnel  Director  and 
assistant,  answer  telephones  and  ‘^ive  accurate  inforr'ations 

FUKFOSZ: 

'■.’fficient  functioning^  of  Puresu. 


HEi’ER^CE 

(0) 


PERSOm^EL 

sr(F) 


FERSO.YNEL  ANALYSIS 


ACTIVITY  PEi^HrED  NO,  g 

Assist  in  studies  of  personnel  arrangements  and  costs,  Job 
qualif ications,  volijune  of  store  sales  and  store  classifications^ 

C.nduct  correspondence  on  administrative  personnel  changes. 

PURPOSE 

lore  efficient  and  economic  operation. 

Completion  of  personnel  files,  notification  to  employe  and  super® 

visors. 


HEPERSNCE 

~lo) 


PERSONITSL 
2 P 


CORRESPODDEi^ICS  & CONTROL 
ACTIVITY  PEHFORFED  NO.  ^ 

Supervise  activities  of  the  Division,  be  responsible  for  accuracy  of 
all  correspondence  and  check  adjustments,  train  employe's,  instruct  in  new 
work,  confer  with  Assistant  Personnel  Director  on  progress. 
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pUEPOSti; 


Efficient  f;\nctionins  of  Pirfir.ionc 


activity  P£rk)rv£D  m,  4 

Conduct  correspondence  on  atissnces,  retirement  withdrawals,  appli- 
cations for  reinstatement,  continuance  of  leaves  due  to  illness,  automatic 
six  month  resignations  from  leaves  not  due  to  illness,  accident  reports, 
retirement  memhershit)  of  persons  entering  or  returning  from  military 
service,  and  other  r)ersonn.el  matters, 

PUiJ‘OSt. 

Esquired  for  correspondence  control  "by  Bureau, 


ACTIVITY  PErtjbE)R>*£D  HO,  <5 

Vaintain  a card- record  control  on  all  final  and  adjusted  salary  checks, 

PUEI-0S5 

To  cojBtrol  all  monies,  whether  salary  disposal  or  withdrawal  of  retire^ 
ment  accounts. 


RBt’EHES'JCE 


PiHSOMEL 

f'  (P) 
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PMSYLVATIXA  LI-^UOR  '-;0^-Tv:^OL  BOAllfi 
FERSOXIXTSL  Bims-.U 


3TOHE  CONTROL 


ACTIVITIES  FEHK)m*£D 

le  Supervise  activities  of  the  Jiivision,  train  errployes,  instruct 

in  new  vork,  consult  with  Personnel  Director  on  personnel  quotas 
and  prohleiTis  of  store  personnel, 

2c  Maintain  couplete  personnel  files, 

3o  Carry  on  related  correspondence, 

U,  Prepare  lists  and  reports  regardin-?  Store  personnel  and  statistics. 


PURPOSE 


Efficient  control  of  store  employes. 


RSFSR12JCE 

(0) 


PSliSOiraEL 


7 (P) 
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P SYLYAHIA  LI^UOP  CCIxTHOL 


PERSONI^EL  BUBPAU 
S'SHVICS 


activity  PERPORVED  NOo  1 ^ „ p ^ , 

Su-pervise  the  Service  division  of  the  Bureau  of  Pereonn  1 


Be  directly 


resDonf^ible  for  the  raiatenance  of  personnel  records  so  ttot 

inforr,atlon  is  availeWe  at  all  tires.  Assign  and 

stenographic,  tyolng  and  clerical  work  by  erployss  in  the  service 

Be  re^nonsible  for  nroper  distribution  of  wrk  ““ 

and  designate  eirployes  to  be  used  as  emergency  relief  duty  in  other  o -d 

offices^  Train  eniploy^^  and  instruct  in  n®w  work* 


PURPOSE 


'iifficient  functioning  of  Bivisionc 


reference 

(o) 

personnel 

1 (p) 


RECORD 

activity  psrpormed  NO^  2 _ _ ^ 

Prepare  personn^  change  sheets  covering  all  appointments,  reclass  » 
fications,  promotions,  demotions,  changes  of  title,  changes  of  voting  address, 
leaves  of  ahsencs.  suspensions,  resignations,  dismissals  and  other  personnel 

c^"^^^J«aliitain  Kardex  file  of  all  persons  who  ever  worked  for  Pennsylvania 
Liquor  Control  Board  shovin'^  ccmnlete  record  of  all  personnel  chances  for 
each  person* 


PURPOSE 


To  satisfy  provisions  of  Administrative  Code. 


reference 

S ^ Section  f03*  P.L*  177o 

(0) 

PERSONNEL 

b (F) 
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ACTIVITY  PERFOPJ'ED  NO,  J 

l^aintain  r)?i*sonnel  cas,?  fold'^rs  (one  for 
personnel  corresnondance  files,  including  cross 
d ex  files. 


each  employe)  and  /=:en»ral 
reference,  subject  and  ln= 


PU.RP05£ 

Heference  and  history  of  employes, 

HEFSREfTCE 

(0) 


PERSONNEL 

X (F) 
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PEinNSlXYAITIA  Llv/JOH  CONIl^OL  BOAllD 


P£RSOir:-'£L  P.UREA.U 
PAYKOLL 


ACTIVITY  ?£RK)R?-^ED  1 

Be  fully  res'ponsi'ble  for  proper  oreuaration  of  all  Liquor  Board 
salary  payrolls  end  related  reoorts  and  records;  nlan  work:  schedules  of 
the  Payroll  Division;  set  up  new  procedures  or  adjust  procedures  on  eg= 
tahlished  work;  instruct  all  eirployes  of  the  Division  in  new  work;  see 
that  all  payrolls  are  prepared  and  forwarded  In  sufficient  tlpe  to  insure 
payment  on  regular  semi«=rf)Onthly  Payroll  dateSo 


PURPOSE 


Efficient  functioning  of  Division,  to  see  that  all  regular  employe 
are  paid  in  time  and  that  all  new  einployes  are  paid  as  soon  as  possible^ 


REFERENCE 

(0) 


PERSONNEL 


P.li2JNSYLVAl^lA  LIv^UOR  OOKTROL  BOARD 


PERSONNEL  BUREAU 


PAYROLL 


RaOULAH  PAYROLL 


ACTIVITIES  PERFORMED 

1,  Prepare  all  seT?ii-rionthly  payrolls  for  Liquor  Board  ^^loyeso 

2,  Prepare  and  verify  for  umiling  semi-monthly  salary  checks, 

3c  f^alntnin  payroll  record  card  for  each  emoloye  listing  all  payments^ 
semi-monthly,  supplemental  and  refunds* 

U,  M^Lintain  retirement  deduction  record  which  Indicates  number  of  doubl 
deductions,  payroll  period  dedu.ction  effected,  total  amount  due,  and 
balance  still  payable. 


PURPOSE 

Payment  of  salaried  erployes. 


REFERENCE 

S « Fiscal  Code, 

(0) 


PERSONNEL 


PMSYLVAITIA  LI.<,UOh  COtflPQL  HOAAD 


PERSONITSL  BUHSAU 


PAYROLL. 


SUPPLIJ^^TAL  PAYROLL 
activity  FLRPORra  NO.  1 

Prepare  andtj-'pe  supplemental  and  hourly  payrollso 


PURPOSE 

Payinent  of  employees 


ACTIVITY  FERPORKED  NOs  2 

Verify  and  prepare  for  mailing  all  supplemental  checkSo 


PURPOSE 




To  insure  names  on  checks  are  correct  and  in  the  proper  amounts 
and  checks  are  forwarded  to  correct  locations* 


REFEREt^TS 


S & 0 - Fiscal  Code 

(0) 


PERSONNEL 

3 (F) 


86  » 
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PENNSYLVANIA  LIQ.UOx?  COI-irHOL  BOAllD 


LICSITSING  BUHSAU 


STAFF 


ACTIVITY  PEHFOSMED  NO,  1 

Hecf^ve  apT5licants,  licensees,  attorneys  and  other  persons  calling 
at  Board  offices  in  connection  with  licensing  matters,  and  handle  telephone 
inquirieso 

PUEPQSE 

To  afford  courteous  reception  of  callers,  determine  the  Information 
desired,  and  furnish  information  a«  requestedo 


ACTIVITY  P£HK)RM]iID  NO,  2 

Conduct  correspondence  concernirjg  licensing  matterso 


PUHPOSF 

To  -nrovide  information  desired  hy  applicants,  licensees,  attorneys 
and  the  public  in  gen^*ral  on  all  inatters  pertaining  to  licensing,  including 
requirements  and  restrictions  prescribed  by  law  and  regulation,  and  Board 
policies  and  practices  in  connection  therewithp 


ACTIVITY  PSRFORNED  NO.  3 

Maintain  record  of  licenses  issued,  and  prepare  weekly,  monthly 
and  anniaal  tabulations  as  to  licenses  issued,  refused  and  appeals  to  local 
courts  from  refusals, 

PURPOSE 

To  provide  ah  accurate  record  to  be  used  as  a basis  for  statistical 
reports  concerning  licensing  activities. 


REB’SREKCE 

(0) 

S - PoL,  1762,  1937,  Article  I, 

Section  2j  Article  IV,  Section  401-415  inc;  Article  V, 
Section  501“502;  Article  VII,  Section  701j  Article  VIII, 
Section  801-802, 

P,L,  1827.  1937,  Article  I, 

Section  2-35 

P.L,  806,  1939,  Section  1,  2.  3, 

P,L,  806,  1939,  Section  1,  2,  3c 
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PMSYLYA^IIA  LlviUOii  GON'IilOl  BOiiiiD 


LICENSING  EUH&IU 
LICEtTSiNG 


RETAIL  LICENSING 
ACTIVITY  FSRK)RVED  NO,  1 

Ebcamirn?  applications  for  retail  liquor  and  malt  "beverage  licenses 
and  amusement  permits  together  vith  "bonds  and  all  other  papers  suhmitted 
therewitho 

PURPOSE 

To  determine  whether  applications,  bonds,  etc,  are  in  proper  form 
and  accompanied  by  the  required  fees. 


ACTIVITY  PERFORMED  NO,  2 

Order  investigations  to  be  conducted  in  connection  with  applications 
for  retail  liquor  and  malt  beverage  licenses, 

PURPOSE 

To  obtain  detailed  information  concerning  applicants  and  premises 
proposed  to  be  licensed. 


ACTIVITY  PEREOHMED  NO,  ^ 

Conduct  correspondence  vith  applicants,  licensees,  attorneys  and  the 

public, 

PURPOSE 

To  facilitate  handling  of  applications,  to  insure  complete  under- 
standing by  applicants  and  licensees  as  to  the  status  of  applications, 
requirements  and  restrictions  provided  by  lav,  action  taken  on  applications, 
providin'^  answers  to  inquiries  and  furnishing  information  relating  to 
licensinc*  matters,  and  to  provide  for  refund  of  license  fees  in  certain 
cases. 


ACTIVITY  PERFORMED  NO,  4 

Review  reports  and  records  relating  to  applicants  and  licensees 
and  prepare  resumes  in  certain  cases  for  referral  to  Chief  of  Licensing 
or  Director  of  the  Bureau, 
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PUBPOSS 

To  deterwine  action  to  be  taken  in  connection  with  applications  lor 
retail  liquor  and  malt  bevera,qe  licenses, 

ACTIVITY  PSRFOKra>  HO,  5 

Approve  applications  for  retail  liquor  and  malt  beverage  licenses 
and  amusement  permits* 

PUHPOSS 

To  effect  issuance  of  retail  licenses  and  amusement  permits  when 
approval  of  'application  has  been  indicated  by  proper  authority* 


ACTIVITY  PIBFORKED  NO,  6 

Maintain  complete  record  of  disposition  of  all  cases  referred  to 
Board  for  decision  and  of  all  cases  resultinff  in  appeals  to  local  courts. 


puRPOsa 

To  provide  a permanent  record  of  action  taken  by  the  Board  when  in 
Executive  Session  on  retail  licensing:  cases  and  to  provide  a similar  record 
of  all  cases  resultinje’  in  appeal  to  local  courts. 


REFERENCE 

S « P,L,  1762,  1937  " Article  IV  Section  403, 
S » P,L,  1827,  1937  - Section  6. 
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LIC3TSING 


WHOLSSALR  LICSJSING 

MU  1 mil  I ■ I mm  ■■■!  ~ ^ t i ~ ~ 

ACTIVITY  PERK)Ry<SD  MO,  1 

Examine  artplications  far  wholesale  licenses  and  -DerFits  together  with 
bonds  and  all  other  papers  submitted  therewith^ 


PURPOSE 

To  deterr^ine  whether  applications,  bonds,  etc,  are  in  proner  form  and 
accorripanied  by  the  required  fees. 


ACTIVITY  PjRPORKED  W,  g 

Order  in'^estlf.ationa  to  be  conducted  in  connection  with  applications 
for  wholesale  licenses, 

PURPOSE 

To  obtain  detailed  information  concerning  applicants  and  premises 
proposed  to  be  licensed. 


ACTIVITY  PEaPORKED  NO, 

Conduct  correspondence  with  applicants,  licensees,  attorneys  and  the 

public, 

PURPOSE 

To  facilitate  handling  of  a-oplicatlons , to  insure  complete  under» 
standing  by  applicants  and  licensees  as  to  status  of  applications,  require- 
ments and  restrictions  provided  by  lav,  action  taken  on  application, 
providing  answers  to  inquiries  and  furnishing  information  relating  to 
licensing  matters,  and  to  provide  for  refund  of  license  fees  in  certain 
cases. 


ACTIVITY  PERK)RFSD  NO,  4 

Review  reports  and  records  relating  to  applicants  and  licensees  and 
prepare  resumes  in  certain  cases  for  referral  to  Chief  of  Licensing  or  director 
of  the  Bureau, 
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PUBPOSS 

To  dst' ©rtnlne'  action  to  taken  in  connection,  with  applications  for 
wholesale  licenseSe 


ACTIVITY  PERPQRFZD  NO,  5 

Approve  applications  for  wholesale  licenses  and  permits^, 

PUBPOSB 

To  effect  issuance  of  wholesale  licenses  and  permits  when  approval 
of  application  has  been  Indics^ted  by  proper  authority. 


activi'ty  ho,  6 

Maintain  complete  record  of  disposition  of  all  cases  referred  to  Board 
for  decision  and  of  all  cases  result Ina;  in  appeals  to  local  courts. 


PUBPOSS 

To  provide  a persanent  record  of  action  taken  by  the  Board  when  In 
lacecutive  Session  on  wholesale  licensing  cases  and  to  provide  a similiar 
record  of  all  cases  resulting  in  en-neal  to  local  courts. 


REB'ER^STCB 

S B,!'* 
S ^ P,L, 
Article 


764,  1935,  Section  201, 
1762,  193? f Article  IX 
IV.  Sections  Hl4,  Ul^, 


Section  201  (b) 


Article  VI,  Section  606 
S » ?,L,  1811,  193?,  Section  3, 

S ^ P,L,  1827 » 1937,  ^Sections  5a,  6b,  26. 
k^4i^o4d,  r«36»02,  h-J)6=.17, 

R»37«2S,  P-39-03C.  P-36^13 
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PS'TKSYLYA'^IA  LIw,UOH  OOFTROL  ROaIiD 


LICa^SIl^G  RURRAU 


SmVICE 


STAFF 

AOTIVITY  PERI^TOKEE'  MO.  1 

Accent  and  exainine  all  types  of  a-nplications  (and  acconpanyln,^ 
papers)  for  licenses  issued  by  the  Roard  and  ^^ive  inforrration  relative 
to  all  licensinf^  procedures. 

Receive  persons  entering  the  ^Jorthvest  Office  Building  and  answer 
the  telephone,  givlnr  Infornation  relative  to  licensing  procedure  and 
directing  calls  to  other  offices  in  the  building, 

PURPOSE 

To  expedite  the  handling  of  oa-oers  for  applicants  or  their  attor= 

neysc 

REFERENCE 

“ lo) 

PEtiSONNEL 

3 (y) 


CENTRAL  STMTOGRnPHIC 
ACTIVITY  PERFORNSD  NO,  1 ’ 

Take  and  transcribe  dictation  on  correspondence  relative  to  artpli- 
cations  for  licenses, 

PURPOSE 

Furnish  information  to  licensees,  applicants  and  attorneys  on  legal 
and  regulatory  requirements, 

REFERENCE 


PERSONNEL 

11  (F) 


HEARING 

ACTIVITY  PERFOR^^ED  NO,  1 

Take  testimony,  by  shorthand,  at  hearings  on  citations  , in  various 
cities  of  the  Commonwealth  and  transcribe  same. 


%• 


PUliPOSS 

Provide  a Tjerriianeat  record  of  heariri"’  proceeding? 


ACTIVITY  PEKFORrSD  HO,  2 

Type  copier-  of  testirony,  rencrts,  correspondence,  etCo  a?  reo.uired 
for  “Bureau  of  Licensin?;* 

PUBPOSE 

To  -nroduce  tjpDed  copies  as  required. 
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LICta^SlNG  RUK-aiU 

sypvics 


L1CMS£  ISSUE 
ACTIVITY  PEEFORM  NOp  1 

Maintain  accurate  u'o«to«=datp  addreeso/rraioh  ulate  file  for  all 
licensees  and  nermittees  inalcing  corrections  as  requireda 


PURPOSE 

To  addressograph  data  as  required. 


ACTIVITY  P£HPOH?-^£i)  KQ,  2 

Addreesograph  licenses,  ■per’^its,  envelopes,  lists,  application 
cards,  etc,,  as  requested, 

PURPOSE 

fi  nai  I ■■.  Bar.<* 

To  issue  licenses  and  •'er^'-its  and  nroduce  necessary  work. 


ACTIVITY  PEBEORFEU  KO, 

Assign  numbers,  date,  arr5S,nge,  proofread,  tyoe  licenses  and  permits 
to  bp  issued, 

PURPOSE 

To  issue  licenses  and  mainta.in  records  thereof. 


ACTIVITY  PEKBT)RKED  MO,  k 

Code  applications,  keypunch  license  accounting  card  for  each  fee 
received,  proofread  cards,  puncb.”refusal’’,  ''citation”  and  "arrest”  cards, 

PURPOSE 

To  transmit  fees  to  Treasury  Department  and  obtain  statistic'll  data 
for  reports,  etc. 


REF  EH  EMC  E 


PERSONNEL 
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LICENSING  EUREAU 

SERVICE 

Jm  II 


FILING 

ACTIVITY  PERFOFJIED  N0=  1 , . . 

Receive,  open 'and  dlB^.rltut  s sill  incomiog  laftil  for  Bureau  of  Ucensicg, 

reiaove  and  tatulat®  fees  received, 

PURPOSE  , ^ 

P^ute  Incctning  inall  and  anplications  Q.uickly  and  accurately  and  ilx 

reeponel'blllty  for  fees  subinittedo 

PERSONNEL 

5 (FT) 


ADTIVITT  PERFORWED  NO,  2 

Receive,  open~^.  distribute  all  incoming  irall  for  Bureau  of  En= 
forcemeat,  remove  and  tabulate  fees  rec^ved, 

PURPOSE 

Rout©  Incoming  mail  and  reports  Quickly  and  accurately  ana  fix 
responsibility  for  coTTrpromise  penalty  fees  received,, 

PERSONNEL 

— ^^CPT) 


ACTIVITY  PERFOR?^ED  NOq  3 

Maintain  correspondence  record  file,  renoving  and  returning  records 
as  required  for  Bureau  of  Licensirg;  register  outgoing  rsQuests  and  incoming 
rqDortsj  search  for  charged  out  records, 

PURPOSE 

Retain  file  records  in  such  a manner  that  they  may  be  readily  located, 

PERSONNEL 

ik  (FT) 


ACTIVITY  PERFORMED  NO,  U 

Maintain  correspondsnea  record  file,  removing  and  returning  records 
as  required  for  Bureau  of  Ecforcement j register  outgoing  request e and 
incoming  report aj  search  for  charged  out  records. 


PURPOSE 

Retain  file  records  in  such  a manner  that  they  may  be  readily  located. 


PERSONNITi 

14  (PT) 
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AG'DIVI'H  PEHFOm^D  HO.  6 

Halnt-ala  alpha!) oti cal  ar.d  gaos^aphical  card 

Qjid  prcialsss  liccnssd  hy  Boa^do 


fll9  for  all  indlvld\xal9 


pyaposE 

To  provide  accurate 
raent  activities e 


so^JLTcs  of  iafcrnatloa  for  licenslne  and  enforce- 


PERSOinffiL 

6 (F) 


activity  perfobmes 

Maintain  n’snerical  file  containiag  all 
mitted  for  licenses  and  pemitSc 


epplicatione  and  bonds  sub* 


PUSPOSS 

Store  iriportent  documents  safely  \’rh.ere 


they  may  be  readily  locetedo 


PERSONNEL 

2 (F) 


activity  ITJtFOKMSD  MO,  _7 

all  recordSg  arrange 
and  revise  records  periodicalXye 


records  in  order ^ maintain  tickler  system. 


PURPOSE  j 

To  maintain  corre^oondence  records  accurately,  and  withdraw  records 

as  requeatedc 


PERSOITNEL 

10  (F) 


activity  PERFORJiED  UP.  6 

Give  Information  on  individual  caaes  to  Bureau  of  Licensing  employeeso 
PWQSE 

Provide  accurate  t^nd  prompt  informationo 

PERSOm^L 

2 (PT) 


activity  PEREORtfaP  1^0.  9 . 

— Give^ information  on  individual  cases  to  Bureau  of  Enforcement  employee 8„ 
PURPOSE 

Provide  accurate  and  prompt  InformatioRo 

PERSQNI^TBL 

2 (PT) 


»96= 


activity  P^aTtH^EO  HQ.  10 

Records  sJid 
licenpes  and  p^rr^its. 


inforr’-atlon  p 


ertaininfr  to  surrendered 


PURPOSE 

~To  pro-^ide  data  repaired  in  issuance 


licenses  and  -oerTnit 


PEhSONNlEL 

r(F) 


KEi!^aR@CE 


P,L.  1762<=1937.  Article  IV,  Section  6l0 


P,L,  1827,  1937  - Sections  5 to  19 
P.L.  1811,  1937  “ Sections  7 to  9 
E-.R=3&=>02,  03,  IU37-10A 

r=36-5,  iu3('>-i6,  b«3?=18,  IUU3C.19B 
R.Uo=20A,  R-37«21A-,  E»39=?UA, 
iuUo-;59B.  R-3S»31.  33.  3^,  35 

IL.U4— 45A, 


P EI^ISYLVAW  I A LIwJJOR  COITTHOL  -RO-UID 


mJFOBCS>-‘H-IT  .tiUBmU 
STAFF 


activity  performed  ho,  1 

Direction  of  FriforceiT^ent  covering  9 District  Offices,  and 
Infor cement  Fjcaminers,  and  Steffi 

ReTelvin,^  all  Citation  Cases  and  preparation  for  presentation  to 
the  f^oard  for  final  disroosition. 

Disposal  of  all  Fersonnel  matters  in  the  Bureaiio 

Presentation  to  the  Board  of  all  Enforcerent  matterso 


PURPOSE  n * I 

Supervision  and  direction  of  all  Enforcement  of  the  Liquor  Control 

Act  and  the  ^''’alt  Be^Jera^e  Act,  and  analogous  nrohlems  involved. 


reference 

S and  H 

Act  370,  Section  ^1,  and  4ll  to  415 
Section  60I  to  ^^09,  inc. 

Act  371,  Section  1?,  13,  15 
Act  372,  Section  I3  and  20  to  31 
Act  222,  Section  7* 


personnel 

5 (F) 


98 


o 


PlUEjiiSTLVM 

^2?F0RCE^^I^?'i’  BUREAU 
district  KO,  3 


HARRISBURG 


activity  PgRFORl^'ED  NO,  1 

Supervision  of  all  District 

gator Sc 


Dnforcejnent  Field  Officers  and  Investi- 


PUBPOSE 

To 


supervise  all  activities  in  the  ^ihforcempnt  Districtc 


A.CTIVITY  PER50RFED  NO,  . 

iaif o r c^r“;rtTfldquo r Control  Act  and  ^^alt  Beverage  Act  covering 

investigations  of  all  licensees  including  undercover  v;ork  in  connection 
with  retail  licensees,  stills,  speakeasies,  illegal  transportation,  e , 
Making  arrests  and  testifying  in  penal  actions  Before  the  ^ 

Courts  in  crimnal  prosecutions,  appeals  from  Board  s or  prs, 

TDroceedings,  Black  Market  investigations.  Attendance  in  federal  Court  on 
joint  cases.  Warehouse  certificate  sales.  Stenographic  and  general  office 
duty,  dictation  and  writing  reports. 


PURPOSE  T * -• 

~^2xercise  police  powers  of  the  Board  to  enforce  the  Liquor  Control 

Act  and  Malt  Beverage  Act,  and  Act  of  Assembly  instituting  ration!^  sys  em 

in  State  Stores.  Also  entering  criminal  action  under  the  Tax  Act  for 

^^plrituous  and  Vinous  Liquors. 


activity  PERFORMED  NO.  3 

Licensir^  investigation  on  new  anpli cations,  renewals,  transfers, 
extension  of  nr  arises,  co  mo  rt>-te  investigations,  change  of  officers, 
dissolution  and  additions  of  partnerships,  ownership  and  one-man  operation 
of  clubs,  attending  Board  and  Court  hearings  on  applications. 

PURPOSE 

^ To  determine  information  to  control  issuance  or  refusal  of  licenses 


ACTIVITY  PERFORMED  NO,  4 . _ , 

" Personnel  investigations  of  irregular  activities  of  Board  employees, 

and  applicants  for  employment. 

PURPOSE 

To  uncover  irregvxlar  activities  of  Board  employees  p.nd  qualifications 
of  new  applicants  for  employment. 
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ACTIflTT  D^rt.Ation  and 

■“"’TiH^&TOffice.  Stenographic  end  tynirg.  ^ling. 

vrlting  repor?ac 


PUBPOSE  ;i4«iae  the  Enforcement  Dietrict, 

"To  take  cp.re  of  neoeseary  elarloal  duties  In  the  Biioroeme. 


refibmce 

' and  H . , 

Act  370,  Sec.  201,  UIU-415,  601»b09 

Act  371.  SeCc  12.  13.  15 

Act  372,  Sec.  13.  ^-'31 

Act  6,  Sec.  13 

Act  IS9,  Seo,  31 

Act  156,  See.  2 

Act  34s,  Sec.  601 

All  Board  Regulationso 


PEBSQHBSU 

District  No.  1,  Pliiladelplila 
District  Boo  2,  Harrisburg 
District  Ho.  Wilkes-Barre 
District  Hoo  4,  Pittsburgh 
District  Hoo  5.  Altoona, 
District  Ho.  6,  Wllliarosport 
District  Ho.  7,  Punssutavaey 
District  Ho,  g,  Brie 
District  Hoo  9,  Allentown 


District  No.  1,  Philadelphia 
District  No,  2,  Harrisburg 
District  No,  3,  WiAkes-Barr* 
District  No,  4,  Pittsburgh 
District  No,  5.  Altoona 
District  No,  6,  Williamsport 
District  -^0,  7,  Punxsutswnftv 
District  No,  8,  Rrie 
District  No,  9,  Allentown 


Punction  1, 

3 F 
2 P 
2 P 

4 F 
2 P 
2 P 
2 P 
2 P 
2 P 
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10  PT 
13  PT 
25  PT 


Function  3. 

52  PT 
25  PT 
25  PT 

50  PT 
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10  PI 
10  PT 
15  PT 
25  PT 


iietion  4, 

Fsinctlon  5. 

Total 

15  P'l 

19  P 
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6 PT 
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32 

D PT 

8 F 

35 

12  PT 

20  P 
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PKITHSY7,,VA!nA  I.IC?.UQR  CONTROL  EOJ^D 


KNK)RCEtl;:NT  BUREAU 


ENPOPyO^MENT  BXAMINIHG 


ACTIVITY  PEHgOPMED  NO.  1 

Audits  and  lu’^’eatieationa  of  lioenaed  breweries^  dlstlllerlesB  im= 
portersc  beer  dlstributorsp  clubs,  traneportere  for  hire,  special  licensees 
and  permittees,  vendor  decolconania  Real  audits,  and  out^of^’State  vendor 
audits,  special  and  emerf^oucy  audits  and  Invsstigationsc 

PURPOSE 

To  accms  and  collect  production  license  fees  from  distillers  and 
rectifiers  aseesBsd  by  law.  To  detect  violations  of  the  Liquor  Control  Act 
and  Malt  Beverage  Act,  and  make  appropriate  reports  to  the  Director  of  En= 
forceraento 


ACTIVITY  I-T.Ri<XJR?t£D  NO.  2 

Audit  monthly  reports  of  licensees,  stenoeraphlc  and  general  office 
dutyo  Preparation  of  etatlstlc®  for  the  Boardc 

PUBI^QSS 

To  accrue  and  collect  production  license  fees  from  distillers  and 
rectifiers  assessed  by  laWc  To  detect  violations  of  the  Liquor  Control  Act 
and  Malt  Beverage  Act, 


ACTIVITY  PimgQI^CSD  UP.  3 

Auditing  experise  vouchers,  state  car  operation  reports,  operating 
cost  reports,  correspondence  and  flliag,  General  office  duty, 

PURPOSE 

To  control  operating  ei^ensos  of  division, and  administer  enforcement 
provisions  of  the  Liquor  Control  Act  and  the  Malt  Beverage  Act, 

REFERENCE 

S and  B 

PERSONNEL 

31  (P) 
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PSNNSYLYAiaA  LXQUQR  CQl/TRQL  BOARD 
SMyORCBI^m  BUm’.AU 


GENERAL  OgFICE 
REPOST  EXAMINING 
ACTIVITY  PERiXDRMED  NO.  1 

Analysis  of  reports  filed  l)y  Enforeem^nt  Officers  and  Examiners 
covering  investigations  and  audits ^ Prepare  Board  Sheets  specifying 
violations  of  the  Acts  of  Assemhly  upon  uhlch  citations  are  based,  Re= 
quest  District  Offices  and  Exasiinors  to  make  investigations o Verifying 
citations  before  iseuanceo 


Administration  of 
and  Malt  Beverage  Act  to 
in^oeition  of  panolities 


anforoement  provisions  of  the  Liquor  Control  Act 
obtain  cosrrpllance  with  laws  and  regulatlonSg  by 
for  violationse 


REFERENCE 


S and  R 

Act  370 j Sections  410  - 415 ^ 601  611, 

Act  371 e Sections  12  - 13. 

Act  372g  Sections  13e  20-31, 

All  Board  Regulations 


PERSONNEL 

6 (P) 
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FmSILYANXA  LiqiTQR  OOUTROI,  BOAHD 


MFORC£^^S^^T  FTRSAU 
STAFF 


GiSERAL  OFFICE 
CITATIOH 


ACTIVITY  PERFORMED  I 

Preparation  ©f  cltatioas  against  licensaes  after  approval  1)7  the 
Boardo  Ilotif^lng  llceneees  and  interested  parties  of  hearing  dates  and 
postponements,  asceptanco  and  rejection  of  hearing  waivers.  Preparation 
of  Hearing  Sscaminere  r^orte  fos’  review.  Transmittal  of  the  Board" s 
decisions  to  licensees  and  Bistriet  Offioas,  Acceptance  or  rejection  of 
compromisQ  offers.  Handling  appeals  to  the  County  Courts, 


PURPOSE 

Administration  of  enforcement  provisions  of  the  Bi<^uor  Control  Act 
and  Malt  Beverage  Act  t©  obtain  Gompllance  with  laws  and  regulations 
through  preparation  of  documents  and  instruments  for  penal  action  on 
citations  and  aTspeals  to  County  and  Superior  Courts, 


REFER  EtJCE 

S and  R 

Act  370,  Sec,  410=415,  601^-611 
Act  371,  Sec,  1?-13 
Act  372,  Sec,  13,  20»3X 

All  Board  Regulations, 


PERSONNEL 

10  (F) 
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? MSTLVA^IA  LI^UOH  GOIITBQL  BOARD 

BURSA.U 

STA5’F 

VII  ■ p » 


GEJTJEAl  OETXCS 
ACCOUIjTS 


ACTIVITY  PjSRFO£i-^SD  HQ,  1 

Chscidug  Sxpsnse  Vouohers  o*  &11  SnforGs^Qpnt  eif^^loyesa  aad 
comrfiLing  ioialysls  of  cost  go 


PUBPOSB 

To  cont^?©!  operating  ©xp'aneee  of  the  BureaUo 


AOTIVITT  PSaK)EMBD  NQo  g 

Ke«p  record  of  car  setsures  aad  state  car  usagSo 


PUBPOSB 

To  record  usage  aad  dispositioa  of  autoiaotive  etiulpoeato 


RBFEREHCE 

S 

Act  3T0,  Section  201 
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